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CHEERS FOR JOSEPH E. SEAGRAM & SONS, INC., New York, 
whose office layout, design and working efficiency have won the Office 
Management award as “OFFICE OF THE YEAR.” And an essential 
part of Seagram’s equipment is the Davidson Duat-Liru room. 


‘OFFICE OF THE YEAR?" 


This is Miss Virginia Arrington, of Joseph E. Seagram & 
Sons, Inc., New York. As Manager of the Stenographic and 
Duplicating Department, it’s part of Miss Arrington’s job to 
supervise a mighty important room at Seagram’s. It’s called 
the Davidson Room — and inside are two Davidson Duat- 
Litus (Models 221 and 241). Not only are we delighted 
to be so memorialized . . . we're doubly pleased that Miss 
Arrington says: “We'd be lost without those DuaL-Lrrus!” 
Seagram uses its Duat-Lirus to print a wide variety of 
forms, sales bulletins and promotion material for its offices all 
over America. They are used for simultaneous two-sided 
printing (a Davidson exclusive which saves 50% on press 
time), color work — and perforating or scoring without a 
separate operation. And Miss Arrington adds these words 
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DAVIDSON CORPORATION 


A Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, New York 
Distributors in all principal cities 


of praise: “Duat-Litu’s positive 
chain feed means excellent register 
for color work. What’s more, we can 
run any paper — from tissue to card 
stock. And when it comes to main- 
tenance, we've found that every 
part is “easy-to-get-at.’ Another 
thing we like: Davidson’s Duat- 
Lirn is extremely durable. We run 
these machines virtually without a breather. And the sav- 
ings we realize every day in work load, materials, and — 
most important of all — time, are truly impressive!” 


We're Happy that Dua-Liru is so highly thought of in 
this “Orrice or THE YEAR.” If you'd like to know more about 
the finest small offset equipment in the world, drop us a 
line today for free booklets and the name of your Davidson 
Distributor. 
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These are some of the new features 
of the Bell System’s modern, push- 
button intercom service. Here is tele- 
phone service tailored to the exact 
needs of your business—to help you 
cut costs, increase profits and improve 
customer service. 


No capital investment required. Re- 
arrangements and additions are han- 


dled by skilled Bell System techni- 


cians. No added cost for maintenance. 


Find out how this new intercom 
service can speed your business by 
improving your communications. Call 
your Bell Telephone business office 
and ask for a representative to visit 
you at your convenience. No obliga- 
tion. of course. 
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BELL TELEPHONE SYSTEM 
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This new Call Director telephone 
provides as many as 30 push- 
buttons for maximum use of inter- 
com service features. 
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Dazzling new SPRINGHILL, BOND is 
actually whiter than pure white salt 


—YET COSTS NO MORE THAN “OFF-WHITE” BONDS! 


HEN you FIRST see dazzling new 

Springhill Bond, you sense your eyes 
are playing tricks on you. It’s so white! 
Then you hold a sheet to the light and 
you're really amazed. No watermark! 

The truth is, new Springhill Bond is 
whiter than any other unwatermarked 
bond paper on the market. A well-known 
research lab proved that new Springhill 
Bond was measurably whiter than salt, 
chalk, even surgical cotton! 

But this remarkable new paper is more 
than just white. It’s level and uniform, 
too. And crisp. Just try to pick up a sheet 
without making a crackling noise! 


Compare Springhill Bond for whiteness, 
finish, opacity, and “crackle.” Once you 
do, you'll recommend it. 


Extremely printable 


We insure excellent results every time by 
cutting a sample ream from every reel 
and having it tested on actual printing 
presses. Springhill Bond is made to order 
for offset and letterpress printing. 

New Springhill Bond and Mimeograph 
are available in white and six colors in a 
complete range of stock sizes and weights. 
The Springhill line is also available in 


Duplicator and Ledger papers. 


Look for this attractive new design. Handy 
“zip” openers on 82 x LI reams. All cartons 
polyethylene-lined to control humidity. 


INTERNATIONAL PAPER 220 East 42nd Street, New York 17,N.Y. 
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ONCE again we present com- 
plete picture stories on the six 
new offices completed in 1958 
which this magazine found out- 
standing. Representing both city 
and suburb, the North, the Mid- 
west, and the South, they express 
in tangible form the best mod- 
ern management philosophy con- 
cerning the physical office—both 
as a working environment, and 
as a dynamic structure. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 
1959 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dezler Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ notification of any change of your address. Re-entered as second 
class matter June 29, 1953, at the Post Office at New York, N. Y., under Act of 


March 3, 1879. 
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As Efficient as Your 
Data Processing Records 


_NBB's Storage and 
Reference Binders 


3 Write for this folder 
——, showing NBB’s complete 
and economically priced 
: line which provides: 
e Efficient filing 
e@ Handy desk use 
@ Quick, easy executive reference 


e@ Binders for all types of marginal 
punched and continuous forms — 
bursted or unbursted 


@ Binders for reports 


aaa 


Send copy of Tab Form Binder folder 


You will find NBB Tab Form 
Binders are designed for your con- 
venience — easy to handle, efficient 
to store. They are available at 
stationery dealers everywhere. Call 
your stationer or send coupon today 
for folder on NBB’s full line of Tab 
Form Binders. 


National Blank Book Company 
Dept. 1705, Holyoke, Massachusetts 


Burroughs Corp. reorganizes 
marketing operations 


Ray R. Eppert, president of the 
Burroughs Corporation, recently an- 
nounced the completion of a major 
reorganization of marketing opera- 
tions to “increase the effectiveness of 
sales and service of electronic banking 
products to the banking industry.” 
The move, he said, emphasizes the 
growing demands of banking for prod- 
ucts which can help banks achieve 
automation. 


The Burroughs Division, major op- 
erating unit of the firm, is now re- 
sponsible for the sale and service of 
computers produced by the Electro- 
Data Division for banks and other 
financial institutions. Within the Bur- 
roughs Division the newly created 
Financial Sales Department, under the 
direction of V. James Ford, will han- 
dle the overall responsibility for the 
sale of Burroughs-built equipment to 
banks. The department will act as a 
direct supporting unit, staffed by ex- 
perienced technicians, to provide “pin- 
point” attention to all phases of bank 
automation operations. “We feel this 
re-organization results in a completely 
integrated marketing plan—backed by 
thorough technical knowledge and skill 
for both the application and servicing 
of banking equipment and systems that 
cannot be duplicated,” Mr. Eppert 
said. 


The Todd Company, a division of 
Burroughs, is also expanding in its 
role as a supplier of checks, documents, 
and Magnetic Ink Character Recog- 
nition Imprinting for electronic bank- 
ing systems, Mr. Eppert reported. 


Businessmen urged to take 
active part in politics 


Crawford H. Greenewalt, president 
of the Du Pont Company, urged busi- 
ness to take a revitalized interest in 
the political activities of the country, 
in a recent speech before the North 
Carolina Citizens Association. “An 
adequate balance among industry, ag- 
riculture, and all other pursuits has 
been at the heart of the American 
economic system just as a consolida- 
tion of many diverse viewpoints has 
been the marrow of our political sys- 
tem,” he said, “and the same need 
exists undiminished today in both 
categories, just as it has at all times 
in our history.” He pointed out that 
unless businessmen, “let it be known 
what they stand for,” there will be a 
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THIS IS 
AUTOMATIC 


XEROGRAPHY EE 


out come copies precisely 
like the original—reduced, 
enlarged, or same size... 


Push the button. 


\ Pai 
“ — 9 
— WS ) 
eS 4 
on ordinary unsensitized Copy 1200 different docu- RESULT: Low cost, proven # 
paper, vellum, or offset ments per hour... a print savings up to 70% ...as 
paper masters. in less than three seconds. much as $100,000 a year. ¥ 


Xerography is the world’s most versatile copying process. Now automatic 

xerography makes it the fastest—bringing the benefits of automation from the 

plant to the office. 
Wherever thousands of original documents—or even one—must be copied 

quickly and economically, look to automatic xerography for the happy solution. 7 A LO 8 DD 
From a formidable stack of letters, reports, forms, drawings, etc.—or from 

roll microfilm—XeroX® Copyflo® continuous printers turn out high quality, dry, xX a Re oO xX: 

positive prints up to 11” or 24” wide (depending on model) , ready for immediate 

use. Prints precisely like the original emerge on ordinary paper, translucent vel- 

lum, or offset paper masters at the rate of 20 feet a minute, an 82” x 11” print 

in less than three seconds. Write for complete information. HALow Xerox INc., 


59-31X Haloid Street, Rochester 3, N. Y. Branch offices in principal U. S. 
and Canadian cities. Overseas: Rank-Xerox Ltd., London. 
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continuing lack of balance resulting in 
a social maladjustment. “Why business- 
men should have been diffident about 
speaking out in defense of their cause, 
I can’t say,” he declared. “Had the 
privilege of a hearing been removed 
by law, the injustice would have been 
decried as an outrage. Yet, as Mark 
Twain once said about reading, there 
is little difference between those who 
don’t and those who can’t.” In ob- 
serving the attitudes of businessmen 
in politics Mr. Greenewald noted that 
too often, “businessmen approach this 
delicate area more in anger than in 
reason, with an atmosphere of conflict 
about them. Here, it seems to me, is 
dangerous ground. Politics is not an 


instrument of power; it is, first of all, 
an instrument of persuasion, of com- 
munication.” 

Mr. Greenewalt declared that the 
influence of the “political climate” on 
industrial progress is, “profound and 
far reaching.” The modern industrial 
concern, he said, unlike the simple 
plant of past years, represents, “a 
highly complex technology with a 
heavy investment and a major effort in 
creating a trained employee group.” 
It cannot easily be moved in the event 
that a particular area becomes unfavor- 
able. “The political climate in which 
a new plant operates is thus a serious 
and continuing matter.” He added that 
the future life of a business will de- 


“We needed 


a good catalog 
... but we couldn’t afford it” 


No need to do without illustrated catalogs, attractive sales folders, 
mailers, reprints, letterheads—just because of the high cost of ‘‘outside” 
printing. With the Rex-Rotary D-280 it’s easy to turn out professional 


printing right in your office! 


Prints photos...any size type...any type illustration—in black... 
in colors. Anyone can operate the Rex-Rorary, for it prints auto- 
matically (stops automatically, too). It’s fast...easy...clean (sealed 
ink cartridges prevent messy fingertips! ). Unique ink control assures 
uniform printing on every page. And note: at the touch of a lever, 
letter-size stencils print without masking (a Rex-Rorary exclusive). 


You’ll also want to know 
about the amazing ELECTRO- 
Rex...the automatic stencil- 
maker that cuts stencils 
electronically! At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- 
pings, photos, drawings—ex- 
actly like the original. 


For full information, or dem- 
onstration, send coupon. 


the OFFICE printing press 


REX -ROTARY 


i Ee ES LE EE Ee Pee Eee Ul 
Rex-Rotary Distributing Corporation + 387 Fourth Avenue, New York 16, N. Y. « MU 4-5405 


| am interested in office printing. Please 


[_] send me detailed literature 
([] arrange to show me a demonstration 


Name 


Title Firm 


Address 


Phone OM-559 


pend to some extent on whether or 
not it is allowed to deteriorate through 
indifference or misunderstanding. Al. 
though the corporation is without po- 
litical identity, it must, he declared, 
in the partisan sense, remain non- 
combatant. He added however, that it 
is “the corporation’s proper duty to 
oppose any action which threatens the 
property or the interests of its stock- 
holders, to fight hard if the well-being 
of its employees is threatened, or if 
the successful continuity of its life 
comes under fire.” 


In declaring that the political inter- 
ests of businessmen require personal 
attention, Mr. Greenewalt quoted from 
Rousseau: 

“As soon as the public service stops 
being the chief business of all citizens 
and is served with their money and 
not with their persons, the state is not 
far from its fall.” 


Convair 240 converted to 
“office in the sky” 


Company planes continue to grow 
—§in size as well as popularity — The 
Garrett Corporation’s AiResearch Avi- 
ation Service Division has recently 
completed the conversion of a twin- 
engine Convair 240 for delivery to 
Burlington Industries. The Convair 
is one of a group formerly used in air- 
line operations that has been acquired 
by Frederick B. Ayer and Associates 
for conversion and resale to corporate 
owners. In its appearance at the Los 
Angeles International Airport the 
Convair 240 was reported to look like 
a “spanking new plane.” The interior 
of the aircraft was custom equipped 
to represent an “office in the sky.” 
Among the facilities to accommodate 
19 passengers were: full swivel execu- 
tive chairs, a conference table and 
lounge of matching crescent shape, and 
two divans convertible into sleeping 
berths. The woodwork, including cab- 
inets and tables, is of frosted walnut, 
while the furniture, curtains, and head- 
lining utilize a basic tan, brown, and 
white color scheme in fabrics and 
vinyls. Other facilities and accommo- 
dations include extensive sound proof- 
ing, a well-equipped galley, a cabin 
radio and rear cargo area. The opera- 
tional capabilities of the plane were 
also increased by the installation of 
extended outer wing panel fuel tanks, 
a Sperry A-12 autopilot, and Bendix 
X-band radar. Cabin pressurization was 
reworked and relicensing also provided. 
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Are Your Filing Methods | 
As Fast as Your Machin 


a arin i vase a 
V7 Xat \ VISIBLE 
Sa Gina epee 


‘ons 


TRAY CABINETS 


speed the availability of 
source material for 


AUTOMATION 


Punched cards and tapes filed in ACME CABINETS 
are instantly available to the operator with all the 
advantages of visible indexing, signalling, protection 
security, compactness and convenience. Trays with 
grids or retainers for rolled tapes—pockets for punched 
cards — folded cards for filing tapes together with 
related record information, are but a few of the many 
ingenious arrangements which have satisfactorily 
solved a multitude of special requirements for the 
filing of source material for Record Automation. 


Electronic machines produce punched cards and 
tapes at astounding speed. Once punched 
many become permanent records to be used 
over and over again. Acme Visible Records and 
equipment provide for filing and fast finding, 
with SEEABLE indexing speed handling 
of this material to keep pace with machines. 
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DESK STANDS ROTARIES FLOOR STANDS CARD HOLDERS TRAYS CABINETS 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 


We are interested in filing y-559 Acme makes the most complete line of visible record 
() Tapes (approx. length) equipment in the world. Let us show you how to save 
{([] Edge-punched cards (Approx. number time, labor and money with an Acme Visible Record 
{_] 1.B.M. Cards of records) System designed to meet your specific requirements. 
c : 
- 7 
Attenti ACME VISIBLE RECORDS, INC. 
Address Crozet, Virginia 
City Zone NI ciecteintiaittions District Offices and Representatives in Principal Cities 
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WE KNOW 

WHY 

PEOPLE BOUGHT 
PHOTOSTAT 
PHOTOGRAPHIC 
COPYING 
APPARATUS 


“ 


Photostat Photographic Copying Apparatus, Model Expeditor—rolls to the work, makes 
“‘stabilized”’ prints fast—one of 3 automatic models for volume “‘in-office”’ photocopying. 


They told us why they bought it. 

They wanted convenience . . . or economy .. . or privacy . . . or speed... 
or copies they were proud to use. 

Then, after the installation is a year or so old, we ask them again. Almost 
always, they give a lot of new reasons why they couldn’t do without the 
equipment. 

If they bought for economy, they cite convenience, too. If they bought for 
quality, they’re happy to find economy, too. And so on. 

If there’s a moral here for you, a Photostat Corporation man will be happy 
to answer your call. Because he markets desk-top, desk-side and central 
station units (as well as equipment for microfilm and offset duplicating ) , he 
can recommend the copying system or combination of systems that’s best 
for your copying needs. 


Gus bey 0 complete copy saZafactim 


PHOTOSTAT 


PHOTOCOPYING 
OFFSET 


MICROFILM 
EQUIPMENT 


PHOTOSTAT CORPORATION 

P.O. BOX 1970 OM * ROCHESTER 3, NEW YORK 

PHOTOSTAT is tHe trave maRK oF PHOTOSTAT CORPORATION 
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In Short— 


Crosley Division of AVCO to develop 
photographic storage for libraries 


The Council on Library Resources, 
Inc., of Washington, has recently 
awarded a contract to the Crosley 
Division of AVCO Manufacturing 
Corp., Cincinnati, for the development 
of experimental equipment to be uti- 
lized in library work. The Council, 
established in 1956 by a Ford Foun- 
dation grant, is concerned with the im- 
provement of devices and techniques 
that will aid in the solution of storage 
and retrieval problems brought about 
by the continuing expansion in pub- 
lished material. The system is expected 
to provide, through photographic re- 
duction and enlargment: photo- 
graphic storage devices, open- or 
closed-circuit television techniques in- 
cluding buffer storage for the con- 
densed storage and later retrieval of 
printed and other graphic material. 
Mr. Verner W. Clapp, president of 
the Council on Library Resources stated 
that, “the contract with AVCO is di- 
rected toward useful prototypes of 
equipment that can be used in the 
mechanized library system of the fu- 
ture.” The Council expects the inves- 
tigations being made by the Crosley 
Division to be completed within a 
year. 


Standard Register announces magnetic 
ink character printing of checks 


The Standard Register Co., Dayton, 
Ohio, recently announced that it is 
making magnetic ink character print- 
ing of checks and other banking docu- 
ments available on a production-run 
basis. The code characters used in 
automatic check processing are printed 
in accordance with American Bank- 
ers Association specifications. 


Times Facsimile Corporation purchased 
by Litton Industries 


The Times Facsimile Corporation, 
a subsidiary of The New York Times 
Company, has been purchased by Lit- 
ton Industries, according to a joint 
announcement by Arthur Hayes Sulz- 
berger, publisher of The Times, and 
Charles B. Thornton, president of Lit- 
ton. The Times Facsimile Corporation 
will continue to operate under the 

(To page 13) 
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Sit on it, stand on it-— 


ASE’s honeycomb top will keep its perfect surface 


Productive people are active people. Good to 
have around, but hard on furniture. This edge- 
sitter, for instance, might harm another desk. 
But ASE’s exclusive honeycomb top will stand 
many times his weight. This same construction 
is used in airplanes for its strength and ability to 
keep a perfect surface. Tops on all ASE desks are 
made this way. Yet, you pay no more for this extra 


quality that adds so much to value and service. 

Give your active people efficient, attractive 
furniture from ASE. It’s quality made to stay 
looking nice. It requires minimum maintenance 
—protects your investment for years to come. 
Let your ASE dealer show you this complete line 
of office furniture. He will be glad to assist with 
your floor planning and decorating, too. 


ASE 


ALL-STEEL EQUIPMENT Inc., Aurora, Illinois 


Desks + Chairs + L-units - Credenzas + Tables 
Bookcases + Filing Cabinets - Storage Cabinets 
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A:B-DICK’ 


QUICK 
COPIES 
QUICK 
COPIES 
QUICK 
COPIES 
QUICK 
COPIES 
QUICK 
COPIES 


Good photocopies—black on white, accurate, permanent 
... of anything printed, duplicated, typed, written, 
drawn or photographed . . . from opaque, two-sided or 
transparent paper, white or colored, heavy cardboard 

or pages bound in books or magazines... 

Time: less than a minute . . . Cost: pennies. 


The A. B. Dick photocopier handles all copy 
requirements, not just part of them. Easy to ..no 
messy developing trays. Call your A. B. Vi- af 
distributor, listed in the yellow pages, fox information 

or a free demonstration. Or mail coupon at right. 


Achievement through Innovation 


12 
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How To Gat Things Done 
Better and Faster 


BOARDMASTER VISUAL CONTROL 


sv Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Grooves 


yr Ideal for Production, 
Scheduling, Sales, Etc. 
| vv Made of Metal Compact and Attractive. 


Traffic, Inventory, 


Over 350,000 in Use 


Full price $4950 with cards 
| FREE 24-PAGE BOOKLET NO. G-500 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd St. © New Vor 36, N.Y. 


QUICK 
COPIES 


QUICK 
COPIES 


Please send full 
information about 
the new A. B. Dick 


NL photocopier. 


A.B. DICK Company, Pept. OM-59 
5700 West Touhy Avenue - 
Chicugo 48, Illinois 


Name 


Position_ 
Comy, 


Address 


City 


| 
| Zone State 
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(From page 10) 


same name, but as a division of Litton, 
a national company manufacturing 


| electronic devices. Commenting on the 


purchase, Mr. Thornton said, “The in- 


| creasing demand for high-speed fac- 


simile equipment makes the addition 
of the Times Facsimile capability and 
product lines an effective complement 
to Litton Industries’ work in advanced 
electronics.” 


Diebold appoints Sampson 
new product manager 


Rodney T. Sampson, former sys- 
tems manager for Loan-a-matic Sys- 
tems of Hartford, Conn., has been 
appointed as product manager for the 
Diebold Co., Inc., Canton, Ohio. Mr. 
Sampson will be associated with the 
company’s systems printing operations, 
with emphasis on the problems of 
simplifying bank forms and_ record 
keeping. 


Data processing simplifies 
railroad accounting liaison 


The importance of compatible data 
processing methods to simplify major 
accounting tasks between companies 
was symbolized recently in Chicago 
when interline freight accounts be- 
tween three major railroads were set- 
tled through an exchange of magnetic 
tapes. F. E. Martin, vice president and 
controller, Illinois Central Railroad, 
Chicago; R. B. Curry, controller, 
Southern Railway, Washington, D. C.; 
and R. M. Sutton, vice president, gen- 
eral auditor, Union Pacific Railroad, 
Omaha, exchanged rolls of magnetic 
tape in place of the stacks of interline 
abstract sheets formerly exchanged be- 
tween these railroads each month. The 
compatibility of the data processing 
installations of the three railroads made 
such a procedure possible. 


Correction 


OFFICE MANAGEMENT re- 
grets a printing error which 
occurred in the “New for the 
Office” section of the April issue. 
The “Midgetape Professional 
500” tape recorder from the 
Mohawk Business Machines 
Corp., 944 Halsey St., Brooklyn 
33, N. Y., was listed as costing 
$32.50. The correct price of the 
machine is $329.50. 
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Foam Bond every time for our 
- + + erases smoother and is. 


sense to vse Sea Foam Bond, 


My boss is 
pretty smart! © 


s why tis ah 
office. It makes cleaner copies . 
It just makes good 


BROWNVILLE 
a) 
COMPANY — 
- BROWNVILLE, 
NEW YORK 
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Books and Pamphlets 


FRINGE BENEFITS, by Francis M. 
Wiste. Reinhold Publishing Corp., 430 
Park Ave., New York 22. 155 pages. 
Price, $3.75. 

This volume, one of the Management 
Science Series, is designed to impart 
an understanding of the broad con- 
cepts of fringe benefits as they have 
been evolved through various _pres- 
sures exerted by the government, labor 
unions, and management. Mr. Wiste 
explores modern attitudes, and the 
methods used by contemporary com- 
panies to devise suitable pension plans, 
group insurance plans, and other em- 
ployee protection and benefit schemes 
provided by employers. Also consid- 


ered is the effect of fringe benefits on 
the price of the employer's product as 
well as his economic stability. In dis- 
cussing the origins of fringe benefits 
Mr. Wiste declares, “Pressure for fringe 
benefits is not from the workers, who 
initially do not particularly want them, 
but from the international union of- 
ficers who paternalistically believe they 
know what is best for the worker in 
socio-economic matters.” 


MANAGER SELECTION, EDUCA- 
TION AND TRAINING, by Willard 
E. Bennett. McGraw-Hill, 327 West 
41st St, New York 36. 210 pages. 
Price, $6.00. 

This authoritative book is concerned 
with the development of management 
personnel from the foreman to top 
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SKIP BUTTON 
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RIBBON 


ADJUSTABLE GAGE 


LIFETIME METAL PLATES 


REPEAT BUTTON 


FEED TABLE 


RECEIVING 
HOPPER HOLDS 
35 FRAME 

ASSEMBLIES 
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PLUS FEDERAL 
EXCISE TAX 


_NON-SMUDGE RIBBON INKING 


F Wliet MAM Ia Aceeed tv copies ontting of addressee. N-ins 
< and imprints, the all-new Speed-O-Print Automatic Addressero. 
_ provides a time-saving, error-eliminating solution at exceptionally 

_ low cost. Impressions are clear, sharp and always accurate. Mail- 

_ ings are ready hours earlier . . . payroll, inventory or other business 
forms are prepared in a traction of the time required for laborious | 
hand methods. Automatic re-winding of ribbon. Factory-equipped 


for popular "B" Style Frame-Plate. “E"’ or 


“CB" Style Frame-Plate 


machines available upon special order. Low-cost replaceable address _ 
plates provide economical revisions. Finished in baked beige and _ 
peg a wena onde with any oftes ieeriaa 


. 


1801 W. LARCHMONT AVE. 


« CHICAGO 13 


Speed-0- Prat CORPORATION \ 
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QUICKLY REMOVABLE 


executive levels. The initiation of a 
management development program is 
discussed, with specific instructions on 
the techniques, practices and proced- 
ures of training, as well as methods 
of inducing the proper climate and 
conditions in order to improve the 
performance of managers. Three es- 
sential stages of the program are em- 
phasized: selection, background educa- 
tion, and experience training, and 
how they may be coordinated into a 
well-rounded, organized program to fit 
the particular functions of a business 
organization. 


Coming Events 


NOFA 13th Annual Convention, 

Miami, Fla., May 1-3. 

Sponsor: National Office Furniture 
Association 

Place: Fontainebleau Hotel—Miami 
Convention Hall. 


AREA Second Annual Records 
Management Conference. New York, 
May 8. 

Sponsor: Association of Records 

Executives and Administrators. 
Place: Commodore Hotel. 

Third U. S. World Trade Fair. New 
York, May 8-19. 

Sponsor: US. World Trade Fair. 
Place: New York Coliseum. 

SPA Western Systems Conference. 
Los Angeles, May 14. 

Sponsor: Systems & Procedures Asso- 
ciation of America. 
Place: Statler Hilton Hotel. 

ORSA National Meeting. Washing- 
ton, D. C., May 14-15. 

Sponsor; Operations Research Society 
of America. 
Place: Shoreham Hotel. 

IASA Annual Conference. Atlantic 
City, N. J., May 17-20. 

Sponsor: Insurance Accounting and 

Statistical Association. 

Place: Ambassador Hotel. 
AMA Seminar: Developing a Sound 


Records Retention Program. Chicago, 
May 18-20. 


Sponsor: American Management 
Association. 
Place: LaSalle Hotel. 
CIA Western Regional Conference. 
Santa Barbara, Calif., May 21-23. 


Sponsor: Controllers Institute of 
America. 


Place: Santa Barbara Biltmore Hotel. 
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New York Coliseum, October 19th thru 23rd 


MAY 1959 


In the world of business equipment and 
services the National Business Show is 
the outstanding showcase. Year after year 
the Show has: 


Presented the products and services of 
leading companies through more than 
370 exhibits under one roof. 


An audience averaging over 144,000 
visitors, 74,000 of whom are top busi- 
ness executives from every state and 
most foreign countries. 


An exhibitor selected audience . . . four 
out of five attend as a result of ticket 
distribution by exhibitors. 


Over 75% of visitors report that they 
will buy or recommend purchasing one 


1959 NATIONAL BUSINESS 


or more products displayed at the Show. 
Sales booked, together with estimated 
potential sales generated by the Show, 
exceed 24% billion dollars annually. 
Located in the heart of the largest mar- 
keting area in the world, the National 
Business Show is your greatest sales 
opportunity. 
For complete details read the 20-page 
“Report to Exhibitors”, containing all the 
facts and figures con- 
cerning the Show and 
its audience. It’s free 
to interested business- 
men, simply write or 
phone for your copy 
today. 


owned by the Office Executives Association 


Exposition Management, Robert T. Kenworthy, Inc. 


10 E. 40th Street, New York 16, N. Y. 
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PICK the film you want to 
copy. Just dial it in on the 
big, bright reader screen. 


PUSH the button. Just seconds 
later you get a clear enlarge- 
ment ... automatically! 


microfilm 
in seconds... 


Minnesota Mining and Manufacturing Company 
Dept. SP-59, St. Paul 6, Minnesota 


Oe 


Just touch the button on your 
“Thermo-Fax’ Microfilm Reader-Printer 


ADD FLEXIBILITY to your microfilm opera- 
tions. Use the machine that’s both a reader and 
printer—yet costs little more than a good 
reader alone! 

You simply touch the button on your 
‘*Thermo-Fax’’ Microfilm Reader-Printer— 
seconds later you get a work-size, error-free 
enlargement. With whatever filing system 
you’re using—16mm or 35mm film on reels, 
in jackets or filing cards—this combination 
machine works with speed and accuracy to 
give new life to your microfilm. 

For a convincing demonstration, 
mail the coupon now. 


a ine 


MCROPM 
READER-PRINTER res yf NE * - i 

- 
Compan : salou * 
= = —= . 
- 
THE TERM THERMO- FAK Address - i - * 
IS A REGISTERED TRADEMARK . 
OF MINNESOTA MINING AND ‘ - 
MANUFACTURING COMPANY City = = _ Zone State__. - 
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| NOMA Annual Office Exposition 


j}and 40th International Conference. 


New Orleans, May 24-27. 


Sponsor: National Office Management 
Association. 

Place: Municipal Auditorium and 
Roosevelt Hotel. 


ASQC Annual Convention and All 
Industry Production & Quality Con- 
trol Exposition. Cleveland, May 25- 
26. 


Sponsor: American Society For Quality 
Control. 

Place: Sheraton Hotel and Public 
Hall. 


Tenth Annual Industrial Research 
Conference. Harriman, N. Y., May 31- 
June 5. 


Sponsor: Columbia University, Depart- 
ment of Industrial and Management 

| Engineering. 

Place: Arden House. 


AIB Conference. Philadelphia, June 

1-5. 

Sponsor; American Institute of 
Banking. 

Place: Bellevue-Stratford and Sheraton 
Hotels. 


National Business Conference. Bos- 
ton, Mass., June 6. 


Sponsor: Harvard Business School. 
Place: Harvard Business School. 


CBEMA Canadian National Busi- 
ness Show. Toronto, Canada, June 
8-10. 

Sponsor: Canadian Business Equip- 
ment Manufacturers’ Association. 

Place: Automotive Building, 
Exhibition Park. 


AMA Seminar: Effective Super- 
vision of Office Personnel. New York, 
June 8-10. 


Sponsor: American Management 
Association. 
Place: Astor Hotel. 


NPRA 1959 Meeting. New York, 
June 10-13. 


Sponsor: Newspaper Personnel 
Relations Association. 
Place: Savoy-Plaza Hotel. 


NAPA Convention and Inform-A- 
Show. New York, June 14-17. 


Sponsor: National Association of 
Purchasing Agents. 
Place: Waldorf-Astoria Hotel. 


NAA 40th International Account- 
ing Conference. New York, June 21- 
24. 


Sponsor: National Association of 
Accountants. 
Place: Waldorf-Astoria Hotel. 
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THIS 1S SCRIBE, the dependable office dictating 
system that won’t let you down. This rugged 
magnetic tape machine gives you simplicity of 
operation and superb fidelity of voice reproduc- 
tion. 


THIS [S YOU, confident that the reports, memos, 
letters you dictated before leaving the office will 
be accurately transcribed. SCRIBE magnetic 
tape records each syllable crystal clear and error- 
free... cuts transcribing time, eliminates misun- 
derstood words. 


attention dealers 


Protected territory franchise may be 
available in your area. Sales and 
service facilities required. Profitable 
potential volume on low investment. 
Write for details. 


MFD. BY SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
Use Readers’ Inquiry Coupon on Page 98 
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THIS IS THE SCRIBEPAK magnetic tape magazine, 
preloaded with 30 or 60 minutes (your choice) of 
hi-fidelity reusable MYLAR tape. No irksome 
threading, no need even to touch the tape. Snap 
on a SCRIBEPAK, and you're ready to roll! 


THIS 1S YOUR SCRIBE DEALER, who will show you, 
in your own office, the remarkable new SCRIBE 
SI-50 Dictator-Transcriber; the SI-60 Transcrib- 
er; or the versatile SI-70, adaptable to any type 
of remote or network system. 


Thousands of SCRIBE machines are today in use 
by major agencies of the Federal Government, 
by business and by industry. 


BUSY MEN 


USE 


For information, or for the name of your nearest 
dealer, write or call SCRIBE Distributors Co., 6949 
W. North Ave., Oak Park (Chicago), Illinois. 
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Kodak Verifax 
Bantam Copier 
outperforms 
copiers costing 
up to 4 times 
as much! 


Verifax Bantam 


Copiers QQ each 


Makes 5 dry, clean, white 
copies in 1 minute for 214¢ 
each. Verifax copies can be 
made on one or both sides of 
bond-type paper, card stock, 
printed office forms. 


Verifax copies are accurate Write with anything—you 
and complete ... easy to read can copy ball-point, crayon— 
—have the look and feel of a what have you—as easily as 
good letterhead. And they'll last — typed data. Even those purplish 
as long as any typed record, duplicator copies and rubber 
won't darken or fade. stamps are a snap to copy! 
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Look at office copying the way 
systems men do: With any of today’s 
copiers you can copy a page for 
about 10¢ that would cost, say, 50¢ 
to retype. A gross saving of 40¢. 
But from this you must subtract 
secretarial travel time to and from 
the copier, which can easily trim 
your savings in half. 
For this reason alone, it’s smart busi- 
ness to put a $99.50 Verifax Bantam 
in every department. What you save on 
travel time alone (about 24¢ on each 
10-minute trip) can pay for all your 


Even more important, from man- 
agement’s standpoint, is the way 
paper work will be speeded. Every- 
one can take full advantage of all 
the wonderful Verifax short cuts in 


MAIL COUPON TODAY 


343 State St., Rochester 4, N.Y. 


—you | Evenmakes an offset master 


‘ Bantam Cofners in a month or two.. 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


Gentlemen: Send booklet describing Verifax Copiers and short cuts for 
boss and secretary. Also names of nearby dealers. 


Shorten the walk— 
get twice the savings! 


PUTTING A VERIFAX COPIER IN EVERY DEPARTMENT 
ENDS THOSE COSTLY “10-MINUTE WALKS” TO 
A DISTANT COPIER . .. SPEEDS COMMUNICATIONS 
INSIDE YOUR COMPANY AND OUT 


answering mail, commenting on 
reports, simplifying systems. 


Fully capable—yet only $99.50! 
Despite its surprisingly low price, 
the new Bantam is a true Verifax 
Copier in every sense. Simple for 
anyone to operate. And so trim and 
compact you will find room for one 
in the smallest office. 


Call in your local Verifax Dealer 
for a demonstration of the Verifax 
Bantam Copier, and an estimate of 
the savings possible in your company 
with decentralized Verifax copying. 
(Check “Yellow Pages” under 
duplicating or photocopying 
machines. ) 


Price shown is manufacturer’s suggested price 
and is subject to change without notice. 
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WHO NEEDS ACCOUNTING MACHINE? 
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If your business posts 200 statements a month, you do. And now Monroe offers you an accounting 
machine—the President—priced especially for the small businessman. Accounts receivable, 
accounts payable, payroll—three of the biggest accounting jobs and this one machine handles 
them all. A simple twist of the control knob changes from one operation to another... you 
can be sure of error-free posting and neat printed statements ...and the President’s speed 
saves you time—and money. Yet the cost for such big business performance is hundreds of 
dollars less than other accounting machines in its class. The President actually establishes 
a new ratio between what you pay and what you get. 


It’s not always easy to find the day when a small busi- ,—_ 
ness really comes of age, but one measurement is its e 
accounting methods. The day you buy a Monroe ac- P J 
counting machine is the day you buy prestige account- M O N R O E 
ing—the day you know you're running your business 

efficiently ... economically . . . like a big business. / 


Call your Man from Monroe today to see the President +) 4 


in operation. Models start at $750. payee ences 
DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J. 


A DIVISION OF LITTON INDUSTRIES 


Use Readers’ Inquiry Coupon on Page 98 
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MAY 1959 


Office Management’s Ninth Annual 


“Office of the Year” Awards 


Ofj.ce Management is pleased to present, on the follow- 
ing pages, a word-and-picture tour through the six 
winnirg offices of its 1958 “Office of the Year’ Awards. 
Basis for the editorial board’s selection of winners is a 
survey among members of the American Institute of 
Architects and Association of Consulting Management 
Engineers known for their particular interest in offices. 
Offices with less than 300 employees are judged separately 
from those with more than 300. 
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The building Executive reception area 


| Joseph E. Seagram & Sons, Inc. 


New York 


THE STRUCTURE is made of bronze, 
muntz, travertine, and tinted glass. It 
rises majestically 38 stories above Park 
Avenue, bringing an exciting concept 
in exterior architectural design to the 
New York skyline. 

It is the new headquarters of Joseph 
E. Seagram & Sons, Inc. 

The unique “bronze tower,” set back 
a generous 90 feet from Park Avenue, 
is based on a block-wide plaza of pink 
granite, with twin reflecting pools at 
each side. The contrast between the 
horizontal plane of the plaza and the 
soaring tower that rises from it is fur- 
ther heightened by the graceful beech 
trees at the building entrance — the 
only curving lines in an otherwise com- 
pletely symmetrical straight-line pat- 
tern. 


(for offices designed for 
more than 300 employees) 
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office, exterior secretarial office contrast vivid paintings with cleanly simple furniture 


Top executive 


Glass-walled “command post” occupies center of data processing area 
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‘ Accounting department is typical of general office areas. Pleasing color contrasts in 
walls, pillars, partitions add to room's air of spacious attractiveness 
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Many executive offices have their own conference areas 
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The dramatic simplicity character- 
istic of all the architectural features of 
the building is continued in the lobby. 
Entirely glass enclosed, it seems al- 
most a continuation of the plaza by 
which it is approached. Its banks of 
elevators are enclosed by travertine 
walls, banded with copper columns. 
The rich contrasting surfaces are 
further dramatized by a flood of light 
streaming down from recessed ceiling 
fixtures, and the ceiling of gray glass 
mosaic which reflects the varied colors 
of the wall, floor and column surfaces. 

Beautifully simple, gaining most of 
its effect from complete purity of line, 
the Seagram building is still a complex, 
working office building. Nowhere has 
it had to compromise efficiency for the 
sake of esthetics. It has been designed 
to allow a maximum amount of flex- 
ibility for any changes in personnel, 
organization or equipment desired by 
tenants. Economical use of supporting 
columns plus the concentration of serv- 
ice facilities in the core of the build- 
ing permit great variety in office 
arrangement. General office areas, con- 
ceived in a modular pattern, employ 
specially designed movable partitions 
to accommodate changes in office lay- 
out. Another basic construction feature 
adding flexibility to office areas is an 
underfloor duct system arranged in a 
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Attractive cafeteria in basement of building is fully “automated;” it has line of 
vending machines for coffee, tea, sandwiches, pastries. Kitchen can also provide 


foods not carried by machines if employees desire them. Machines are concealed be- 


hind line of wooden panels appearing in left background of picture. 


grid pattern: a network of electrical 
sources which allows free movement 
of partitions and furnishings without 
the need to relocate electrical outlets. 

The first eight floors of the building 
are occupied by Seagram's staff of 
about 1,000 employees. Offices on these 
floors not only reflect a high degree 
of flexibility; they also evidence strik- 
ing elements of luxury and prestige. 
Executive suites are paneled in oak, 
and both office and reception areas are 
decorated with colorful original paint- 
ings and tapestries. Original art work 
is by Miro, the contemporary French 
abstractionist, and Stuart Davis, re- 
nowned American abstractionist. Some 
of the work was commissioned ex- 
pressly for the Seagram building; other 
pieces have either been purchased 
from or are on loan from the Museum 
of Modern Art in New York. 

Mies-designed chairs, and marble- 
topped tables, illuminated by seem- 
ingly invisible sources of light add 
further distinction to executive con- 
ference and dining rooms. Custom- 
made fixtures and specially designed 
hardware items are employed through- 
out the entire building. 

These are some of the luxury touches 
which distinguish the building. And 
the key word to describe Seagram's 

(To page 87) 
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Office of C. J. Blunt, systems manager, is typical of administrative offices. 
Low air-conditioning units make floor-to-ceiling glass wall practical. 


Citation 


The great bronze and glass tower 
which is the House of Seagram repre- 
sents far more than a striking new 
addition to the New York skyline. It 
marks a new dimension in office build- 
ings for a crowded metropolitan area. 
Literally framed in open space, tt 
employs generous open areas as an 
integral part of a dramatic architec- 
tural theme. 


Because of the architectural prece- 
dents it has already set, because of its 
evidence of the best possible planning 
in every detail, because of the imagina- 
tion implicit in every area, and be- 
cause of the full realization of every- 
thing that had been hoped for it, we 
find the headquarters of Joseph E. 
Seagram & Sons the outstanding large 
Office of the Year. 
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Layout was meticulously planned on models before move 


(for offices designed for 
up to 300 employees) 


Citation 


The Guarantee Mutual Life Com- 
pany has achieved in its new building 
in Omaha not only an efficient and 
adaptable office, which will be able 
to grow with the company through 
the years ahead, but also a superb 
architectural unit, as beautiful as it is 
functional. 

As the first unit in a unique new 
development outside downtown 
Omaha, the development’s future de- 
pended to a degree on the quality and 
character of Guarantee Mutual's office. 
We believe that Guarantee Mutual's 
achievement assures the success of the 
Indian Hills development, and also 
establishes architectural anl commu- 
nity relations standards which it would 
be difficult to surpass. 


Guarantee Mutual Life Company 


Omaha, Nebraska 


A FEW MILES west of downtown 
Omaha, on a high rolling site over- 
looking the city, stands the pioneer 
unit in an integrated business and resi- 
dential community which will be 
created in the next few years—the 
new headquarters of the Guarantee 
Mutual Life Company. 

The Guarantee Mutual building is 
the forerunner of a complete develop- 
ment being planned for this area west 
of the city. The Indian Hills develop- 
ment is being planned as a complete 
modern community, which will in- 
clude more than a hundred private 
homes, three apartment developments, 
and seven office buildings, all of har- 
monizing design. The development, 
the conception of two of Omaha's 
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leading citizens, will be unique, not 
only for the Midwest, but for the 
country as a whole, in many ways. As 
each home or building site is selected, 
for instance, the land will be sold to 
the purchaser, and he may choose his 
own architect to construct his resi- 
dence or building. But the proviso is 
made in the sale of land that the pur- 
chaser’s architect's plan must be ap- 
proved by the architect for the whole 
development, thus insuring that the 
total community will be harmonious, 
and will still have individuality in 
each building. 

This is a bold and novel concept in 
community planning—and it was, like 
all such projects, the subject of many 
doubts for many people. Thus, the suc- 


cess of the Guarantee Mutual building 
was a matter of interest to more than 
the officers and personnel of the in- 
surance company. In a very real sense 
the success of the company in achiev- 
ing a dramatic, handsome, and work- 
able building, in holding its employees 
in a move away from downtown 
Omaha, and in fitting a commercial 
enterprise into an area that had for- 
merly been entirely residential (the 
Indian Hills development is being 
constructed on a former golf course) 
could very well have determined the 
fate of the whole plan. 

Guarantee Mutual opened its doors 
in May of last year. Just how well it 
met all its goals—and thereby guaran- 
teed the success of Indian Hills—is 


OFFICE MANAGEMENT 


' 
; 
4 
' 
' 
' 


i ee Pe a PO 
er on jas ee ee ee ae ; . : | : 
LaLa in| ty 7" ae ' ld | dil “S55 SSSres. AES Fi 
= 3 " — ey Les Be } oe ae Se ees PERV 
ae A 
. -—4 
: Glass-walled building literally “glows” at night 
= QMO. | 
fo ye 
. ie . , | “/ on i a 
oe. if x ao, | 
oe Ne f AC 7 2 | 
“3 OM 2 ff 4 —— | 
FOS t —— Py | 
; v- ~ & ie a e ha ad a f i i: ~ E8¥ “a og 
eae t 7 iene 
OO eee—C—SSCs 
| 
| 
| 
| Po ; 
| 
} 
| 
| 
| 
| 
| 
| = SC“; 
fi See” a prea ee } \ i aay : - " Vee Was i= — 
5% co ee J a ae “Sy lle” i: ee AS a na - .¥ 2 


AW 


acem pers Ane 
33 yeas Artest 


Time capsule in lobby will be opened Sculptured metal screen serves to separate reception area from 
in 2001, on Guarantee’s centennial escalator unit without interrupting flow of space between two 
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Executive secretaries’ stations in Administrative wing 


SE Me Tee 


Coffee is served visitors in 
executive Reception Area 
shown by the fact that the second two 
office buildings of the seven are al- 
ready under construction, and the 
building sites for private homes are 
selling fast. 

The new insurance headquarters, 
which occupies the highest site in the 
new community, was designed by Leo 
A. Daly Co., an Omaha architectural 
and cngineering firm (which also 
serves as supervising architect for the 
entire project) and it expresses in tan- 
gible form many principles never be- 
fore incorporated in a Midwestern 
building. Outer walls are entirely of 
glass, except for a single touch of 
natural lava stone used in the admin- 
istrative wing; this lightweight con- 
struction made it possible to use a 
much lighter steel frame than would 
have been possible with a conventional 
building, or even a metal “skin” struc- 
ture. The whole building is an expres- 
sion of modular design from the four 
main building units—three of which 
are fixed, because any foreseeable ex- 
pansion of the company would not 
affect them, the fourth of which can 
be physically expanded in planned 
stages—down to the basic six foot 
space module which controls every 
work station, every air-conditioning 
outlet and light fixture, and every 
private office at any administrative 
level. The core of the four-area build- 
ing and one of the fixed units, which 
need never be changed for any pos- 
sible expansion of personnel, is an 
escalator well, which not only meets 
all vertical transportation needs, but 
also serves as a bridge between the 
Administration Wing which stands at 
the front of the building, and the main 
office areas at the rear. 

(To page 80) 
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Cafeteria has been designed to meet expansion needs Meal costs are recorded on tab cards 


Metal “V” in light fixtures serves as air conditioning return; central panel controls temperatures through building 
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Attractive reception area features planters, private phones for visitors’ use 


Eastman Kodak Company 


Rochester, N. Y. 


PROBLEM: To create an attractive, 
efficient and livable modern office 
within the framework of a building 
originally designed as warehouse 
space — 

This was the situation faced by the 
Eastman Kodak company when it was 
decided a few years ago to convert a 
multi-story warehouse building in its 
office and factory complex in down- 
town Rochester to office space. The 
warehousing operations formerly 
carried on in the building could be 
more efficiently handled at a new 
building outside Rochester, it was 
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found, and the company needed 
another office building to concentrate 
an expanding office force scattered 
over several different locations. 
Furthermore, the location of the 
warehouse building — directly ad- 
jacent to the Eastman Tower, which 
houses the top executive offices of the 
company, — made it a logical posi- 
tion for an office building. And if 
office forces were moved into the nine- 
story building, it would be possible to 
tear down two small office buildings 
adjacent to the Tower, and replace 
them with a new office structure 


Office of the Year 
eared of Mert 


(for offices designed for 300 
or more employees) 


which could be tied into both the 
Tower Offices and the converted ware- 
house space, thus giving the company 
complete, integrated office facilities 
for future needs. 

So the decision to convert a build- 
ing — designed originally for the 
storage and shipment of materials — 
to meet the complex requirements of 
a large modern office, was taken. 

The outcome — a sleek and attrac- 
tive modern building, in which the 
liabilities presented by its original de- 
sign for other purposes, have either 
been eliminated or turned to advan- 
tage. 

The liabilities were many. The new 
office building on Rochester's State 
Street had been designed for a simple, 
single purpose. It had heavy slab 
floors without power ducts. To sup- 
port the floors, it had massive mush- 
room-shaped pillars. Sprinkling sys- 
tem and lights were suspended directly 


Reception portion of company’s banking area accents modern decor, smartly styled furnishings 
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Executive offices, such as that of vice-president, are richly 


furnished and characterized by dramatic use of color 


from the floor slab above. There was 
no air conditioning. 

Eastman attacked each of these dis- 
advantages in turn. Instead of tearing 
up the floors to install ducts, it was 
decided to run all power lines within 
the partitions that were to be used for 
all interior walls except for washrooms 
and corridors. A complete luminous 
ceiling installation would conceal the 
sprinkler system and the additional 
lights necessary. The building of a new 
service shaft structure at the back of 
the building would make it possible to 
install air conditioning facilities with- 
out cutting into available floor space. 
And finally, the completely functional 
pillars could be made a strong point 
rather than an eyesore by being plas- 
tered over, and painted in bright strik- 
ing colors for accents in each office 
area. 

This is the pattern Eastman fol- 
lowed. The results are bright, efficient 
and well-planned offices, which fit 
neatly into the present space arrange- 
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ment, and will fit in equally weil when 
the new office structure standing be- 
tween the ex-warehouse, and the Tower 
Offices is completed late this year. 

Particularly striking throughout the 
new Kodak offices are the many small 
“courtesies” built in for visitors. Each 
reception area has a telephone which 
the visitor may use, either for in- 
company or outside calls. Directly fac- 
ing the elevator doors on each floor 
is a complete floor plan, as well as a 
directory of all departments in the 
building. 

The same careful and meticulous 
planning is evident in the way expan- 
sion space has been planned for the 
departments housed in the building. 
Small departments have been placed 
between large departments, so that as 
the large departments require addi- 
tional space, the intervening depart- 
ment can be moved out bodily to the 
new building now being constructed. 
All department expansion figures were 
based cn department heads’ estimates 


Unpolished glass panels provide 
light, privacy for smaller offices 


of additional space needs for a 25 per 
cent, a 50 per cent, or a 100 per cent 
increases in sales, or, alternatively, for 
five or 15 years ahead. These estimates 
were then turned over to the Statistical 
Department, which coordinated the 
figures, matching the department 
heads’ estimates, based on sales, with 
the statistical group's estimate of when 
those sales increases might be achieved. 

Dramatic use of color distinguishes 
all areas of the new offices. In addition 
to the old warehouse structural pillars, 
which were given a wrap of wire mesh, 
and plastered before being painted in 
striking colors (in one case, one of the 
pillars has been painted in vivid 
stripes ) doors throughout the building 
are painted either black, white or 
yellow, so that each offers a contrast to 
the basic neutral colors — a dark and 
a light grey — used for furniture, par- 
titions, and floor. The emphasis 
throughout the building is on a lay- 
out pattern that is simple and noa- 

(To page 90) 
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Operations, Administrative units Abtract metal sculpture dramatizes Re 


ception Area 


International Minerals 


and Chemical Corporation 


Skokie, Illinois 


(for offices designed for 300 
or more employees) 


_ AS MODERN as the heliport atop its 
, largest building, the complex of offices 
| that house the new Administrative and 
_ Research Center of International Min- 
erals and Chemical Corporation, in 
F Skokie, Illinois, proves again that the 
handsomest and most luxurious of of- 
fices can also represent the most effi- 
cient use of space, and can represent 
in physical form an alert and progres- 
sive management philosophy. 

In the very location of its new 
campus-type headquarters, the com- 
pany has shown the same long-range 
planning that is evident in every detail 
of its new offices. Formerly located in 
scattered locations in downtown Chi- 
cago, the decision to build the new 
center in suburban Skokie was very 
decisively influenced by the location of 
the new Chicago airport, O'Hare 
Field, which will be the major center 
servicing jet aircraft. International 
Minerals and Chemical maintains its 
own fleet of planes there to enable 
staff and salesmen to reach its plants 
and customers quickly; the helicopter 
Typical executive office has glass partition walls (To page 44) 


ogre RR ne ARE ERR BS 


32 OFFICE MANAGEMENT 


he Tim” - ©. & 


SP ras Oe ae See et : aoe ses = Sg < ~ : 
eee . ; ; ie of ae : . sa ae, 3 a é a = t 4 
{ i behead — Sn ee ae » 83> oy 
1h , 8 8 a eh | or ped wi eS F> = is Re $ 
iT} ‘SeGaenen . a aes Sel y 
Wii ie | ee (ee Fe / 
m Beli, , adeaue > qd eA xs SZ / . 
Wigs saa RSSGDseapenz= (oe SOS A 
P ’ mt nk tt a ne  . es nae’ a fale me er G. a ee t 
pats nad as a — ee 
eis a = ey OO Nee a | 
a 
Pe os 
Da eee ee a fe ee WOR Bs 80 mmc race ee Z AS, 
s eae ao =e = 2 f ‘ ; 2 Ye ites 
oe 4 | Se es 7. ee ‘ ii \ 
a i ae oy A oe : i a oe =zxi' ze 
| \ d i Mee 4 é ‘ 
| he i ah 3 
ae $ ¢ * 
F . ‘ a / j | : é ‘ e 
: i a H 4 a 
_—— | | Bei ced of Merl 
_ =, ‘ H : 
OO : ie : ? 4 
— re eA & 3 
itis | i. 
7 Bea) Fa | 
| ‘7 acer pe 
ae 
\@ a t He 
| ; Be i git 
: oP ex 
a pa 
-_ 
én Bie 
| Pra 
| fe. 
| (ten es 
Faz 
‘a ii ei _— at 
“aby i ie 
> pw ‘ 
{ 
ye 
[ 2a 
| 
| 
| 
| ee 
| 
. “\ Se i _ A | Spe ja ae peat. 3 Agee ie hae ey 
x ae Hi. es a iat nk Poe es, a aa 
ay rt a : ae ie ie eee ae i o)) a 
ie. | are ea a Se ; 7 “ S245. “oie — Tie owe i oe | 


Industrial Minerals Division is representative of general offices in Operations Unit 


+ ‘ > Beod 
Data processing center connects Administration, Operations Typical supervisor’s office 


Cafeteria uses minerals as decoration Office of Louis Ware, board chairman 


- i? i: = jig rt oer. ‘ a oe Z = . i | a a I Aq Pa a sasha a ae ' a ba = bat See e, 4 fr 7 i a a ee ae POR 
, es 
% J am a 
we : ae Es te ™ 2 f t ae 
: ae 3 
gee aa , | i ! ¥ 3 
bee ae om 4 : : i ie = 
Be Peck 4 Ht ie = 
i, get ee eae 4 eB cil Ss 
Ban: ik i te . — A q ae ; 
. 2 - . - q } eect. a [= i am 
: 3 nis oe | "Paes — es Me * r ~\ beam mg ‘a 
é tn 3 - 08 er ‘ . | aan F 7 : : 
= E "oe 4 te : rs j E i . o- eee “ wail ‘ 
a * ; a . ‘ wal a oe yy ; eS > jee eo : ae ~ "4 ws ie ‘i 4 o 
YP hee ies en! -m \ cee oe a ees a ee eee 
4 v f es t “a : ‘ tigen a M : Y es 3 = 
_ } .”™ TS - 4 bani ati : : wile * Ng: - ‘e , = 
* . i —a fe am ‘ sds E r ¢ - oe. LA m 
- » Be a a % % LC 4 2 a oe + aa We = 
Bea. , = od ae ' a + arate , _it be % : — e: : ek i. i g 
“, - - a ele Bes aR i ae cS 4 ee os sa 94 em é ger j ne : _ ¥ a — a 
} : f F ‘ ie , 4 ae = eth 2 eS ag dis a \ . “9 “i 4 | 
tes é : iia “2 » v eck é ? a = E . ae “ f 4 ag q be ve t " ~ _< 
‘ Be dee al fe ee sa ee Cee, hie fh “ . 
— _ Se en cag Sa age +. . a a if if : s 2m — ee 
ee See ass ices “Tee oo, ae oa ) a . : es ? Se ae eis 
s E: ie q é # er 2 ee ae ne * > — zi . SEE J ¥ * = e 
a. = Pal spent & e. aaa Pe aoe Pe ge Pte a a ae a rm 
ae a CN  —— 4 ae RH po ge 
e Ee i fd ae : ae 5 a | . — a ie ee eae . “er a, ar Jade te ie a P i bs 7 : 
e ~~ ete ae a Aah | =a : _—_— 
ee - . Ds "CE nce Roe be ee : are <n 2. 
—_— hie’ eS oe Ce ecm ss #3 ¥ reg 3 ee ee” aha Ga |. | bee a ee a on - 2 a : 
et oe ees — ao em Oot =. | ee eae” EF 
-— . 
1: ” m " ‘ ® 
cea ea eames Ge dee axe ee ee ‘ : 
a7 : 4 ‘ ' i ' , e ; i 4 oe! ¥ 
4 ‘f ' | ° | : | j : er és ig : 
a if é 4 i! . a: . ‘ .. U j z 
i Ys : ‘ "he ‘ Me ie ye % I 7 » op .. ‘ = 
en ~ £ + a “| 2 ; we ee io” , SS ae 
its P apoos }- ie  — — « Z 6} ae a S ie + ee eld OO 
Fee . : < “ ’ i=, > at ™ : t z 3 Z es 4 \ - - aa me | * 7 
“es : . — iJ z wf 4 o : * a 3 _ y, - on 4 yr a 3 i ’ : niles — % ; , : 
in- ae | ee _ a = +4 He Se —_ as SS 
“a | :¥ cil = 4 ‘Le >_> : -* re % a > al E Ben! - af Wat So ae a ; oi E 
‘ a an oe 4 ‘4 is = ON ca. ii 
he oo a % 7 — 2 a AS - io 
f <€ a oi ia = —_ } bo * a Go es 8 4 
fh- : . 
9 i. 
es- - 
ew | | - ie : 7 > 
m- . a ‘i ; , a Se, wae . =~ x SS 4 x Y. . s 5 “4 oc ae 
ge : sae i , | SS me he he : —s 
ts il y : ra > Regret 6. Ms = % . 2 (2 oa 
al | y ’ ¥ . BS it am ~ A. ’ j fi ee 
in ’ vel ; = <> he SRR) oo Gam 
' a” ’ 7, 13 9 ’ a ; SE EN habs ? re a y 
-| |) a Fag — ee 
ae ’ . J | ’ ’ ' a Jy : ! A 2 ‘2 - " oe, , =~ hee : “if Pe Re 
! : ! ’ ! t ea: g “a %& . : 4 " . “pe ai os ik 7 F Pe | # ¢ “5 
er 1 eats . ee % —, i ‘ + ~ aan 
y | y ! ’ | 1 y ' . 5 i 4 Es ws : Co Bm i be aed om " 
of ’ : \ /’ Sy a Bs i; 
| 41!) ee - Sia oo ; fia ji ia 
| ; 1 ' ’ & pee “ a. e5 g } a) 223 gee : Fe rai iia ai 4 oe). 
are | A a ef — Bee et SS 
ww ’ see ae mH |) ie 
¢ a. 4) alien: : = 7 i Sea ee Sd : rae Vet ia olay es 
nal ’ —_— : , a; Tt 0 a i 1 ay “alae Se: ilo). 
its — Ve > FON ) i | f ie * 
a eo em 2. oo \ — | =: i Fe 
ee < ‘ xf 
a Bae Nee — : en — #8 a ia ene Gale bt 
nts -§ es ae x . ‘ a] 4 a ee ee "Lal ~~ S e 
Dee a &: , ee ° Saale: = eecniak) i¢ og} Lee +4 
ond % ue i : i. aan ——— \" 4 7 acd . ag By 
: 4 « Fe 2 Ero SG a a Ftd aig i" “Ean i ts Sella 
— i .. r 2 . eal ac o' ~—, fo 
bs et rey yg i vs : s i , rie ' " “a a... 2 ‘ “ . * Fl # 
NT = . os 7 ; \, you v . 4 7 aa i ah -. wy abi 
‘4 ae Pe a 0 ; - Tm bt a # ¢ 4 ; q 4 
Q | ‘ < s “ «a 
% “a pL, ia a 8 
P| = aoe 4 g q s F cas, ‘sag af ee. oe a : > ae ES : I : 5 4 e z EB ia 4 ee oo : = ae j } me ie % 
9 4s i He a 7 é 9 ’ 3 i 14 ; ie ta 4 ol = =, Pre a si - ene as Nien a 
Prop, Veep c sh i Be gas, . ii. 4 ‘ie ahs ee Mites 7 
Os a coe Pili | ee i 
7 4 a PRS idee fat aa i Z " P| L ae) = “ we es Sane 7 ae 


paying 


paren 
ais ila 

SS Moa 
mee 


Walnut wall (left), grasscloth-covered wall (right) and carpeting blend smartly in president's office 


Kelly-Smith Company, New York 


Executive visitors’ conference room boasts spaciousness and light 


IMAGINATIVE USE of color and 
fabrics in contemporary settings plus 
advanced concepts in integrated office 
layout planning are reflected in the 
new offices of the Kelly-Smith Com- 
pany, newspaper representative organ- 
ization which, with a subsidiary but 
independent company, occupies the 
entire 14th floor of the new Uris 
Building at 750 Third Avenue, New 
York. 

The architectural deftness that 
underlies an effective organization 
layout is strikingly illustrated in the 
company’s reception area, where each 
facet of decoration lends itself to the 
total composition of the office area. 
Rich, walnut paneling complements— 
and is complemented by—a white wall 
with walnut display frames; a brightly 
painted wall containing a door and 
panel section of the same wood; and 
a half-wall of dark cork which lends 
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up to 300 employees) 


Pi os 


Office of sales manager James O’Donnell is close to sales area 


= a 


texture to the dark wood elements. 
Furnishings in the area are low and of | 
modern design, featuring both bright | 
and subdued shades of fabric on metal | 
or dark wood construction. ; 

As a newspaper representative con- | & 
cern, Kelly-Smith is actively engaged ( 
in the research and sale of advertising 
space. In view of this, a large portion 
of its offices are devoted to salesmen. 
The general sales area accommodates 
individual glass-enclosed offices of 
two-window modular fenestration con- 
struction. Each office contains an 
L-shaped desk, a storage unit for files, 
a recessed dictaphone, and book stor- 
age space. The front of each office 
features full-height, clear glass panels 
framed in walnut. 

Secretary-stenos for each salesman 
are situated adjacent to the individual 
offices in an open work.area. Thus, each 
salesman is only steps away from his 
secretary. In turn, the secretarial area a te ; 
is served by a common file bank, above pia eee tite. 

(To page 88) Color dramatizes reception area: dark woods offset light vinyls 
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Colorful lunchroom for employees is brightened by sprightly mural 


Wide-aisled secretarial area is steps from salesmen’s offices. It has file bank with overhead 
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A striking facade—first in U. S. formed of prismatic cast stone panels 


Wachovia Bank 


and Trust Company 


Charlotte, N. C. 


Dramatic open grid ceiling of red birch highlights main banking lobby area 


Four-foot-thick vault door safeguards savings in main bank vault off lobby 
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TALL on the skyline of Charlotte, 
N. C., the new gleaming tower of the 
Wachovia Bank and Trust Co. stands 
like a symbol of the “New South,” a 
fusion of the best traditions of the 
past, the brightest hopes for the future. 

During the past decade, the South- 
east has impressed the entire nation 
with its phenomenal commercial de- 
velopment and growth. And the new 
fifteen-story building, which enables 
Wachovia, the Southeast’s largest 
bank, to manage the constantly in- 
creasing volume of business at its 
Charlotte branch, is a superb archi- 
tectural expression of the rapid prog- 
ress and expansion that are transform- 
ing the Southeastern states. 

A pioneer in commercial architec- 
ture, the Wachovia Bank building, 
designed by Harrison and Abramovitz, 
of New York, and A. G. Odell, Jr. 
and Associates, of Charlotte, has in- 
troduced several “pace-making” fea- 
tures: 

1. It is the Southeast’s first tower 
structure. Two towers connected at 
each floor by a glass walled bridge rest 
on a base which houses the public 
banking activities. The larger tower 
contains the banking and office space; 
the smaller “service” tower houses ele- 
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Spacious executive desk area in main lobby features cherry paneling, handsome walnut furniture 


vators, stairway, service closets, rest 
rooms, and the lobby for each floor. 
This arrangement keeps noise and 
trafic congestion to a minimum in the 
working office areas. 

2. It is the first building in the 
United States to use prismatic cast 
stone panels which cut down glare, 
reflect sunlight, and provide a beauti- 
ful and sparkling surface. 

3. The elevators in the building 
(all of which are carpeted) are elec- 
tronically controlled so that no person 
on any floor need wait more than 30 
seconds for a car. 

4. The building is a reinforced con- 
crete structure of “long span” con- 
struction which entirely eliminates 
columns in interior office space; this 
permits a high degree of flexibility of 
layout in all office areas. 

(To page 91) 
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The accent’s on color and comfort in fourth floor 
Mecklenburg Room, scene of many banking functions 


MAY 1959 


Unique lighting fixtures, movable metal partitions—and space 
—are features of third floor Time Payment Department division 
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Heart of Pabst’s quicker order system is Card-O-Matic punch, and Univac 120 computer 


How Pabst IDP system speeded orders 
—and helped to rout the skeptics 


Brewery rolls out the barrels much faster now — along 


with the 80 other beer and ale packages it sells — to the 


surprise of some who questioned the need for change — 


by Murray F. Hepple 


Assistant Treasurer, Pabst Brewing Co., Chicago 


“YOU CAN'T rely on these untried 
gadgets; they're just a fad—cloud nine 
stuff. Even if they do work, they won't 
pay off. What if errors creep into the 
system? How do you detect them be- 
fore they cause trouble and unneces- 
sary expense?” 

These comments are typical of those 
made by some people in our company 
when we proposed the adoption of 
integrated data processing methods at 
Pabst. It can be stated without fear 
of contradiction, however, that all these 
doubts were groundless. Today, two 
short years after these suspicions were 
voiced, the skeptics are routed and the 
highest hopes of management more 
than realized. In fact, we have uncov- 
ered so many areas of our accounting 
operations where the systems approach 
can save time and money that our big- 
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gest problem is deciding which of 
them deserves attention first. 

It became evident very early in our 
study of integrated data processing 
methods that, if properly planned and 
applied, they could produce a number 
of vita'ly important benefits: 

1. A heretofore unattainable goal — 
management by exception, rather than 
by repetition — would be possible. 

2. Individual jobs within a depart- 
ment, as ‘well as functions of whole de- 
partments, could be combined, reduc- 
ing both the time and manpower 
required for the work. 

3. Internal control and audit trail 
could be improved immeasurably, pro- 
vided that these were beginning prem- 
ises in the development of any system. 

4. Cost reduction and “payoff” were 
within easy reach, and, provided we 


reassigned displaced employees when- 
ever possible, and let normal attrition 
take care of the rest, these savings 
would create no hardship on our office 
work force. 


Attainment of all these benefits 
rested squarely on careful planning and 


application of the systems approach. It | 


was obvious that unless we considered 
integrated data processing as a whole 
new concept, rather than merely an 


extension of traditional accounting | 


methods, we would be defeated before 
we even began. 

Applying this generalization, how- 
ever, frequently creates problems. For 
implicit in the systems approach is the 
idea of replacing procedures that have 
been in use for years; of shifting — 
and in some cases eliminating — job 
and department responsibilities, of 
changing modes of thinking that have 
carved deep mental ruts. In our com- 
pany, as in many others which have 
gone through the same _ experience, 


vested interest in the old methods was 


perhaps the biggest single barrier we 
had to overcome. 

One of our first major jobs was to 
survey the equipment that was avail- 
able to handle the headquarters office 
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assignment we had in mind. We finally 
decided on the Univac 120 computer 
and the Card-O-Matic punch, both 
manufactured by Remington Rand, as 
the heart of our first new system. Plau- 
dits for top performance should be 
given Remington Rand personnel for 
resourceful, imaginative teamwork (it 
always takes a team!) in adapting a 
wide variety of equipment to a king- 
sized problem, in a hurry, with no 
mumbo-jumbo flummery, and at a rea- 
sonable rental cost. 


What Pabst system does 


Basically, here’s what our system 
does. From one data-entry operation, 
it produces all the output necessary to 
write factory requisitions, bills of lad- 
ing, invoices, production schedules, tax 
requirements, volume conversions, and 
various accounting summaries and 
analyses. The system links three widely- 
separated plants with individual ac- 
counting requirements; produces in- 
voices and statements to fit the varied 
needs of some 800 distributors through- 
out the country; records the purchase 
of 80 different product packages—most 
of which can contain six different 
kinds of product—under 49 different 
sets of tax regulations. The system does 
all this much faster, much more ef- 
ficiently, much more cheaply, and with 
a greater degree of control and accu- 
racy than was ever possible with for- 
mer methods. 

Much of the saving that has been 
produced is due to the fact that virtu- 
ally all input data are set up on master 
cards ahead of time; thus, the amount 
of manual keypunching that is neces- 
sary when the order comes in is cut 
to the bone. These master cards contain 
not only the usual customer address 
information, but also such “variables” 
as product description, product price, 
transportation carrier designation, and 
freight rate data. 

Each of the latter items, although a 
variable, can change in only so many 
ways for a given customer. What we 
did, essentially, was to set up a dif- 
ferent master card for each separate 
condition. For example: 

As mentioned above, we have 80 
different beer and ale packages, rang- 
ing from packs containing six 12-ounce 
cans to kegs. Each package can be filled 
with up to six different products. In 
the master file are close to 500 differ- 
ent “package description” cards cover- 
ing each of these possible combina- 
tions. When processing an order, the 
cards representing the items requested 
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by the customer are pulled from the 
file and added to others containing the 
additional information needed. Later, 
this order deck produces the completed 
forms sent to the customer and to the 
factory. 

The order processing flow chart be- 
gins with each of our 800 distributors. 
The distributor fills out a custom- 
designed order form containing space 
for listing the quantity of each product 
package desired. Both the package code 
and a printed package description, as 
well as special information or instruc- 
tions of a one-time or variable nature 
(requests for napkins or display ma- 
terials, for example), are recorded on 
the form. These orders are then air- 
mailed, phoned, or wired to our head- 
quarters office in Chicago’s Merchan- 
dise Mart. 

After the incoming orders have been 
reviewed for validity, they go to the 
Card-O-Matic machine. Essentially, this 
is a reproducing punch which permits 
the operator to enter selected variable 
data manually. Adjoining the Card-O- 
Matic is our 10,000-card master file. 
The operator's basic job is to pull from 
this file the master cards relating to the 
customer and the items listed on the 
order, and reproduce them. Simultane- 
ously, she enters variable data on some 
of the reproduced cards. Afterward, the 
order deck goes to the computer for 
preparation of the bill of lading and 
factory requisition. 

A total of three master cards relating 
to the customer are pulled for each 
order: 

1. A “sold-to” card, which shows the 
customer’s name and number, billing 
address, and the name of the plant 
which fills his order. 

2. A “ship-to” card, which shows the 
customer’s name and number, shipping 
address, and FOB point. 

3. A “shipping data” card, which 
shows the customer’s number, his per- 
manent liquor license number, credit 
terms, the name of his transportation 
carrier, and the number of invoice cop- 
ies he should receive. 

Two other cards relate to the indi- 
vidual items being requested. Thus, for 
each separate item listed on the order, 
there are two cards in the order deck. 
The first of these is the “package de- 
scription” card mentioned above. The 
second is a “package detail” card. It 
lists the package (i.e. unit) price, pack- 
age deduction, deposit and state tax (if 
any), package code, and customer 
number. 

Two other cards are needed to com- 


plete the order deck. Both are blank, 
initially. The first is used to list vari- 
able order information (requests for 
display materials, napkins, etc.); this 
card also helps to control line spac- 
ing later on in the operation, when the 
order deck is run through a tabulating 
printer to obtain the invoices and fac- 
tory requisitions. The other card re- 
mains blank until the deck goes through 
the Univac, and at that time records 
computed summary information. 

As she reproduces each of the first 
master cards described above, the op- 
erator punches certain variable infor- 
mation, picked up from the original 
order form, into some of the copies. 
She enters this data with the aid of 
the keyboard attached to the card- 
punching device. The order number 
and production scheduling information 
go on the shipping data card, while 
the quantity of each item requested 
goes on the appropriate package de- 
tail card. The order number, pre- 
printed on the form sent in by the 
distributor, also serves as the invoice 
number. 


Because so much of the order input 
data is already set up on cards, it’s 
possible to run orders through the 
Card-O-Matic at a speed of about one 
a minute. The real significance of this 
statement doesn’t become apparent 
until you realize that under our former 
largely-manual procedure, it took ap- 
proximately 30 minutes per order to 
reach this same point in the process- 
ing sequence—i.e. the point at which 
the order and bill of lading data were 
ready for computation. 

Although as a general rule we use 
a separate master card for each variable 
affecting a given item of order data, it 
is possible to accommodate certain va- 
riables on the same card. For example, 
there is a deposit on some, but not on 
all, of our packages. Complicating this 
situation further is the fact that in 
some states, the deposit must be listed 
separately on the invoice, while in 
others it must be added into the total 
price of the item. We've set up our 
package detail cards so that the com- 
puter can make the choice and pre- 
pare the invoice automatically in either 
case. Here’s how: 


Where separate listing is required, 
the deposit amount figure is recorded 
on the package detail card only once 
—i.e. in the deposit amount field. 
Where the combined figure is required, 
however, the deposit amount is pres- 


(To page 93) 
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Automatic programming increases computers 


usefulness tremendously, AMA told 


Electronic data processing facilities may eventually be 


classified as “ public utilities,” speaker reports at association’s 


annual electronics conference in Neu: York 


COMPUTERS, which until now have 
too often been an expensive device re- 
quiring “large amounts of manpower 
for relatively little productive work,” 
are becoming more of a consumer's 
tool with the evolution of automatic 
programming techniques, Fletcher R. 
Jones, general supervisor, Integrated 
Data Processing, Columbus Division, 
North American Aviation, reported in 
an opening day speech at the recent 
American Management Association 
electronics conference, held in New 
York, March 2-4. 

Other speakers during the following 
two days of the conference described a 
new approach to computer program- 
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ming, involving the use of “modular” 
techniques, rather than systems rede- 
sign, or programming for specific ap- 
plications; discussed new developments 
in electronic data processing, and out- 
lined specific business areas in which 
computers have proved productive. 

Although automatic programming, 
involving the storage within the com- 
puter of entire sets of instructions, 
which can be represented in the writ- 
ten instructions prepared by humans 
by one or two words, were first de- 
veloped for scientific applications, the 
principles are adaptable to a great 
many commercial routines, Jones re- 
ported. 


Automatic programming 
have these advantages, he said: 


systems 


Programming can be completed five 
to ten times faster than by conven- 
tional means. 


Less “debugging” is required, since 


there are fewer programmer-written | 


instructions and automatic program- 
ming schemes are easier to teach to 
workers than machine language. 
Staffing problems are reduced, and 
the length of time needed to train pro- 
grammers is Cut. 
Possibilities of interchange of pro- 
grams are greatly increased. 
Compatibility between different ma- 
chines is more easily achieved. 
Resulting programs are “at least as 
good” as those written by a human 
coder employing machine language. 
The net result of all these advantages 
is a sharp cut in the cost of preparing 


New advances in electronic equip- 
ment are coming so fast that man- 
agement is finding it a serious 
problem to keep up with them 
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programs, Jones reported. Automatic 
programming schemes may give codes 
costing less than a dollar per order, 
compared with a cost of five to ten 
dollars for each instruction under con- 
ventional programming methods. 

Automatic programming offers com- 
paratively few disadvantages, he claim- 
ed: it is sometimes necessary to in- 
struct the machine in a fashion not 
foreseen in the development of a gen- 
eral automatic programming device, 
and this may mean that automatic cod- 
ing systems will demand the services 
of both machine language experts and 
coders trained in automatic program- 
ming techniques. 

Eventually, the speaker predicted, 
systems will be developed which allow 
the use of a single abstract language 
that can be used to program auto- 
matically machines of any type for 
any type of application. 

Tuesday morning opened with a 
panel discussion on “The Evolving 
Character of Electronic Data Process- 
ing Equipment.” Participants were 
Ralph H. Eidem, national director, 
Data Processing, Ernst & Ernst, Chi- 
cago; Herman C. Heisser, partner in 
charge, Management Services Research 
and Consulting Division, Lybrand, 
Ross Bros. & Montgomery, Philadel- 
phia, and Felix Kaufman, of the same 
organization. 

Five basic attributes characteristic of 
practically all data processing appli- 
cations make it possible for manage- 
ment to make realistic Cost comparisons 
of competitive electronic systems, 
Eidem told the management group. 
These attributes are: 

Input volume requirements. 


Output volume requirements. 

Computational requirements. 

Size of reference file record. 

Reference file activity ratio. 

The speaker went on to analyze 
eight variations of a typical file main- 
tenance operation with varying com- 
binations of computing requirements, 
reference file size, and activity ratio. 
The applications were timed on each 
of five competing systems, beginning 
with the minimum equipment com- 
plements, and then increasing equip- 
ment until the point of diminishing 
returns was reached in equipment ad- 
dition. The time summary data thus 
obtained was used to determine com- 
parative optimum processing costs for 
each of the five different systems. 


Computers likened to utilities 


The other two panel speakers re- 
ported that new advances in electronic 
data processing equipment are coming 
so fast that keeping up with them is 
becoming a serious management prob- 
lem. They listed as entirely new com- 
puters put on the market just during 
the three-month period before the be- 
ginning of the conference, the General 
Electric 100, General Electric 210, a 
new Univac, Sylvania’s Mobidic, and 
the Honeywell 800. 

Tuesday afternoon was left free for 
conference participants to inspect the 
electronic data processing equipment 
exhibited in conjunction with the 
meeting. 

Electronic data processing facilities 
have so many of the characteristics of 
public utilities that they eventually 
may be classified as public utilities 
rather than as competitive businesses, 
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Alan O. Mann, commercial coordina- 
tor, Computers and Automation, Gov- 
ernment and _ Industrial Division, 
Philco Corp., predicted in the first talk 
on Wednesday morning. 

Listing similarities between elec- 
tronic data processing services and 
public utilities, Mann pointed out that 
both require centralization of the 
“source of supply”: capital turnover 
is slow in both instances; the largest 
proportions of total costs are fixed; 
and that capacity in both cases must 
be able to meet peak loads even 
though actual demands for service vary 
in volume. 

Carrying the analogy further, Mann 
pointed out that many present public 
utilities began as cooperatives and 
joint ventures similar to the coopera- 
tives and service bureaus developing 
in the computer field. 

“The cost of constructing competing 
systems is becoming very high,” he 
continued, “a development that in the 
past has turned a business into a public 
utility. Rental rather than sale of 
equipment is becoming current prac- 
tice in the computer field. Increasingly 
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computers are being coupled with com- 
munications systems, already a public 
utility.” 

The current trend toward standard- 
ization of forms and “language” be- 
tween firms will reinforce this com- 
puter evolution, he declared. 

“The computer’s true power is speed 
—and especially speed in multiple,” 
he continued, “doing many cogitative 
things at one time.” 

Actually management has not yet 
fully tapped the computer's ability to 
combine—simultaneously or at differ- 
ent rates of speed—various inputs, 
outputs, and processes, according to the 
speaker. This accounts for the con- 
sistent management tendency to apply 
a “high-priced, so-called office machine 
to an old, familiar, long established 
business system.” 

Management of every company em- 
ploying an electronic data processor 
should ask itself these questions, he 
said: 

“Are you processing all your data 
through the computer or only appli- 
cations? 

“Is the computer connected to the 
company’s communications network? 

“Is the computer producing all en- 
gineering computations and some 
charts and engineering drawings, read- 
ing production machine gauges and 
meters and controlling equipment, 
and providing information for deci- 
sion-making? 

“Is it being used to determine when 
to increase or decrease personnel and 
expand or contract capital? 

“It is being used to evaluate and ad- 
just the product line, set prices or 
rates, change financing or marketing, 
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One afternoon of conference was left free to allow registrants 
to inspect equipment exhibits held in conjunction with meeting 


program advertising, edit and print 
catalogs, map out and police com- 
petitive strategy, mame products, re- 
trieve information from the reference 
library—police the flow, motion, and 
interrelationships of all facilities and 
manpower through the organization?” 

If the answer for any one company 
to any of these questions is no, he 
declared, then that company’s data 
processor is not being used to its full- 
est Capacity. 


Military expanding computer services 


The military services are already in- 
dicating the ways in which a computer 
can manage an entire enterprise, 
Mann continued, citing as an example 
the Army Ordnance Supply System’s 
MASS, which seeks to tie together all 
worldwide elements of supply-demand 
forecasting, depot storage and distribu- 
tions, and field service operations so 
as to control them quantitatively, qual- 
itatively, and fiscally. Companies that 
have made great progress toward tying 
computers into automatically switched 
communications networks, he said, are 
Sylvania Electric, Carborundum Co., 
DuPont, United States Steel, Alcoa, 
Western Electric, and General Electric. 
And Western Reserve and Lehigh Uni- 
versities, among others, are working 
out electronic solutions to problems of 
information cataloging, abstracting, in- 
formation storage and retrieval. 

“A Practical Continuous Manage- 
ment Inventory System” was described 
by the second Wednesday speaker, 
Herbert Seidensticker, assistant con- 
troller, Combustion Engineering, Inc., 
New York, and the use of computer 
simulations in determining market 


strategy by the final morning speaker, 
Patrick J. Robinson, coordinator, Mar- 
keting Research, Imperial Oil, Ltd, 
Toronto. 

New techniques stemming from the 
emergence of the computer as a busi- 
ness tool now make it possible to 
provide effective marketing control by 
fusing comprehensive communication, 
speedy assimilation of information, and 
rapid analyses of marketing informa- 
tion into a meaningful overall picture, 
Robinson told the audience. 

This is true, in spite of the fact that 
marketing presents some peculiar prob- 
lems in terms of automation as com- 
pared with other areas of business, he 
reported. To a degree, marketing is 
“automation-proof,” he declared, be- 
cause relations with customers—a hu- 
man factor—play so large a role in 
any marketing application. 

“Some distribution equipment can 
be mechanized; marketing paperwork 
can be automated; but essentially mar- 
keting depends on people, and there- 
fore is hard to quantify,” he declared. 

However, he said computers can 
offer major advantages to executives 
responsible for the marketing func- 
tions through use of decision-making 
techniques. 

“Computers can be used to simulate 
reality and thus pretest operations by 
the use of mathematical models that 
behave like the systems under study,” 
he reported. 

“This approach can compress sim- 
ulated time to a small fraction of real 
time and thus provide relatively in- 
expensive experience,” he declared. 
“While such models cannot be perfect 
in every way, they can come adequately 
close to being ‘wind tunnel’ models, 
and lessons learned from their study 
provide extremely valuable insights 
and predictions for use in effective 
planning of actual operations.” 

A related research and computer 
application that may eventually prove 
even more productive, he said, is opera- 
tional gaming, involving the use of 
“business war games” to allow man- 
agement to gain experience and make 
mistakes in a contracted period of 
time, without risks or costs. 

However, he cautioned, too blind 
a reliance on mechanical aids could 
lead a business to “merely going in- 
efficient faster.” 

“The decision-making functions of 
the business must combine to aim at 
business’ prime functions of creating 
and serving customers,” he declared. 

(To page 93) 
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=| New system aids Blue Cross processing; 
fe e » ° . 
| double capacity disk files introduced 
ma- 
are, THE Associated Hospital Service of contracts at least twice a day, searching Disk Storage Unit for the 650, and the 
New York (Blue Cross) has recently out and handling some 65,000 daily | Model 2 IBM 7300 Disk Storage Unit 
that ordered a Honeywell 800 electronic transactions. It is reported that the new _ for the 7070, will maintain the same 
‘ob- data-processing system to handle the = equipment will “read” 40,000 contract number of fifty disks as the Model 1 
_ increasing volume of detail involved records a minute, with a data printing —_unit of 6,000,000 digit capacity. The 
j he in serving its more than 7,100,000 sub- _ speed of 600 lines a minute. One of the _ increase in digit capacity to 12,000,000 
Sng scribers. According to Charles Garside, major jobs of the machine will be to om the Model 2 machines has been ac- 
be- chairman of the board and president, a verify the enrollment status of sub- complished by doubling the number of 
hu- contract with the Minneapolis-Honey- _scribers and help to determine their tracks within each disc area. As many 
” well Regulator Company was signed _ benefit eligibility. The system is also as four of the new double capacity files 
after extensive analysis and planning —_ expected to process the many day-to-day = may be used with either the IBM 650 
— to determine the company’s processing _ transactions of payments received and or IBM 7070 systems, which give a 
otk | needs. The new, all-transistorized sys- bills sent out. total disk capacity of 48,000,000 digits. 
wed tem now under construction is expected ; ; Because of the intensity of storage in 
ere- | to be delivered to the headquarters of New EERE dick creenge unin the double capacity files, IBM spokes- 
red. Associated Hospital Service in Octo- The Data Processing Division of the men say, the seeking time will be pro- 
— ber, 1960. International Business Machine Corpo- _ portionately reduced; where access 
—_— New York’s Blue Cross will be the ration recently announced the avail- arms seeking data once scanned 50 
_— first user of the newly developed elec- _—_ ability of double capacity disk storage discs they may now seek the same in- 
ang tronic system. The equipment is ex- files for the IBM 650 and 7070 Data _ formation contained within 25 discs. A 
pected to process the entire Blue Cross _ Processing Systems. The new double double capacity disk storage file for the 
en record file of more than 3,100,000 capacity files—the Model 2 IBM 355 RAMAC 305 has also been announced. 
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m at The New Jersey Natural Gas Company, Asbury Park, N. J., in actual operation within a public utility, spokesmen said. The 
ating has recently signed a contract with the Remington Rand Divi- computer which utilizes magnetic cores, Ferractor amplifiers 
sion of the Sperry Rand Corporation for the delivery of a new and transistors, is comprised of four units: a central processor, 
ared. Univac Computer. The installation will mark the first mag- a high-speed card reader, a read-punch unit, and a high speed 
netic amplifier, solid-state commercial data-processing system printer. Replacing the Univac 60, the new unit is expected to 
be in operation by December 1960. 
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International— 


(From page 32) 


service which it runs from its own 
building to the airport makes it pos- 
sible for visitors to be in the new 
offices ten minutes after their plane 
arrives at the airport. 

In a way, the plan of the new group 
of buildings represents in miniature 
the same philosophy of centralizing 
administrative functions at a point 
where they can be reached most effi- 
ciently and quickly by all who require 
them. There are six buildings con- 
nected by corridors in the new com- 
plex, and the central point of the 
whole group is the administration 
building which houses the services and 
facilities needed by division and de- 
partmental offices located in the vari- 
ous peripheral buildings. 

But this centralization of service 
and administrative functions does not 
produce a rigidly symmetrical building 
complex with identical smaller build- 
ings grouped like satellites around one 
central one. Rather an asymmetrical 
form has been followed on the 21-acre 
rural site. There are three main struc- 
tures: the five-story administration 
building, a three-story operations 
building, and a one-story cafeteria. 
These three are connected by smaller 
multi-purpose structures: an electronic 
data processing center between ad- 
ministration and operations; and audi- 
torium lounge between administration 
and the cafeteria. An enclosed walk- 
way links the cafeteria to the oldest 
building in the complex: a one-story 
research center which was built several 
years before work began on the Ad- 
ministrative Center, but which is 
linked by this device into the new 
grouping. 

Main entrance into the group of 
building lies through the central ad- 
ministration building where the key- 
note so pronounced throughout the 
entire International grouping is im- 
mediately struck by an abstract sculp- 
ture dominating the reception area. 
The metal sculpture, by Eldon Dun- 
hausen, of the Art Institute of Chi- 
cago, represents the evolutionary cycle 
which produces the minerals which are 
foundations of the company’s success. 

The spacious reception area is made 
even more impressive by the fact that 
the lounge and recreation area opens 
from it, so that the total effect is one 
of space, color, and comfort. 
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A bank of self-service elevators at 
the rear of the reception area again 
strikes a note repeated throughout the 
building. The walls of the elevator 
bank are tiled in striking color com- 
binations, a decorative feature fol- 
lowed on each floor of the entire 
grouping. Free form sculptures at the 
end of the elevator wells on each floor 
further distinguish each level, and re- 
peat the graceful note first struck in 
the reception area. 


The buildings have all been built 
on a well-thought out expansion plan. 
Space allocations have been made on 
five and ten-year projections, and the 
company has sufficient area to con- 
struct additional buildings, which can 
be tied in with the present complex, if 
they should be needed after that point. 

Exterior walls of the main building 
are curtain wall construction with por- 
celain enamel steel panels. The glass 
“window-walls” are tinted, so that 
both heat absorption and glare are re- 
duced within the working areas. 

Particularly striking in the new 
building are the cafeteria and dining 
room areas. The dining room is open 
to any employee who wishes to pay a 
slightly higher charge than the cost of 
cafeteria meals for table service, and 
the two units are actually part of one 
main area, separated by free-standing 
colored partitions. The entire rear wall 
of the handsome cafeteria-dining room 
section is brightened by a series of 
vivid triangles, each of which is made 
from one of the various minerals or 
substances which the company either 
mines or processes. 

Architects for the buildings were 
Perkins and Will, Chicago, and the 
interior layout planning and space allo- 
cations were handled by Robert Gad, 
head of the Planning Department, 
Shaw-Walker. Flexibility and intra- 
departmental expansion space have 
been stressed throughout the operating 
areas: private offices have been kept 
to a minimum except in top executive 
quarters, and are based on movable 
partitions where they are used. An 
unusual feature of the International 
Minerals and Chemical offices is that 
general office workers are placed on 
the perimeter while the private offices, 
of middle management executives are 
placed around the interior building 
core. Since the private offices are glass 
fronted, all personnel, whether they 
have individual offices or are in open 
office areas, share views of the land- 


scaped grounds of the center, and of 
the Harms Wood Forest Preserve, 
which is adjacent to the center. 
Expansion space is provided within 
each department area, and is guaran- 
teed for the future by the fact that 
desks are grouped in normal positions 
now, with open space for future addi- 
tional personnel left entirely free. 
This should, in the opinion of Gad, 
who is responsible for the interior lay- 
out arrangements, prevent workers 
from becoming so accustomed to a 
large area for each work station that 
they will resent it if that area should 
ever have to be contracted. As things 
stand now, each department could 
simply add desks and machines with- 
out rearranging present stations at all. 


Suppliers’ List 

ACOUSTICAL MATERIALS: 
ning. 

ADDING AND CALCULATING MaA- 
CHINES: Marchant Calculators, Inc. 

ADDRESSING EQUIPMENT: Addressograph- 
Multigraph Corp. 

AIR-CONDITIONING EQUIPMENT: Trane 
Co. 

BOOKKEEPING AND ACCOUNTING MaA- 
CHINES: National Cash Register Co. 

CARPETING: Mohawk Carpet Mills, Inc.; 
Archibald Holmes. 

DICTATING EQUIPMENT: T'romas A. 
Edison, Inc. 

DUPLICATING AND COPYING EQUIP- 
MENT: Ditto; 
Corp.; Verifax; Thermofax. 

ELECTRONIC ACCOUNTING EQUIP- 
MENT: Machines 
Corp. 

EXECUTIVE FURNITURE: Stow & Davis 


Furniture Co.; Directional Furniture Co.; 


Burgess-Man- 


Addressograph-Multigraph 


International Business 


Jens Risom Design, Inc.; Knoll Associates, 
Inc.; §. J. Campbell; Lehigh Furniture 
Corp.; Mills of Denmark; Dunbar. 

FLOOR TILES: Armstrong Cork Co.; Ameri- 
can Tile. 

GENERAL OFFICE FURNITURE: 
Walker Co.; Steelcase, Inc. 

INTERCOMMUNICATIONS EQUIPMENT: 
Dictagraph. 

MAILROOM MACHINES: Pitney-Bowes, Inc. 

MICROFILM EQUIPMENT: Remington Rand, 
Inc. 

MOVABLE PARTITIONS: Virginia Metal 
Products, Inc. 

OVERHEAD LIGHTING EQUIPMENT: Silva 
King. 

PUNCHED CARD EQUIPMENT: Interna- 
tional Business Machines Corp. 

SAFES: Mosler Safe Co. 

TYPEWRITERS: International Business Ma 
chines Corp. 

CIRCULATING SYSTEM: 
facturing Co.; Copeland Refrigeration Corp. 

CAFETERIA: Herman Miller Furniture Co; 
Steelcase, Inc. 


SHELVING: Lyons Metal Products. 


Shaw- 


Filtrine Manu- 


OFFICE MANAGEMENT 


i ri ‘ a : . 7" 5 -) om fs ’ ata i - , 
s 4 ct 
* ar 
U 
1 Fi 
Pe 
: ae: 
a 
ee 
| 
f 
| i 
| 
I Caer, 
| 
¢ l i 
1 _ 
| FF 
\ Sng 
f e 
ae 
ei 
oe 
2 a 
ea 
i 7 
a. a 
eC = 
| te 
‘i 
a d Be : am ARS . = ay cia Be a eK ean - ae 7) 

’ nih eee ee i 4 i ee 4 = eta : tS ~ wie ae ie ale bs 
2S ‘ i ca ete aay -_- a ; RY: iS Fe i Tee? eg ‘ “% 
a ’ ee 2 i 5s ae : an , ea yy a > 3 PP» sie pA é a 

T » ae ie ‘Vile Pl EU F an ri ss — P Ze J ee ee Ss gees 


uiture 


meri- 


shaw- 


ENT: 


, Inc. 
Rand, 


Metal 


": Silva 


iterna- 


This testing device 
gives the Underwood 
electric typewriter years 
of use in a few days. 


After 25 million typing strokes, all this 
underwood electric needed was a little oil! 


Before approving the new Documentor*, Underwood 
researchers packed years of typing into a series of 
rugged endurance tests. 

What did they prove? Not a hint of motor noise no 
matter what the strain. Air cushioned carriage return 
still smooth after millions of keystrokes. Print-perfect 
alignment from start to finish. 

In other words, like all Underwood business ma- 
chines, this electric typewriter stands up! 

By emphasizing, first, dependability and then sim- 
plicity, Underwood offers remarkable new products. 


*An Underwood Trademark 


% % A compact data processing “package” to cut 
clerical costs in any size company. 

% %& A desk-size computer for virtually any firm em- 
ploying over 100 persons. 

% % An all-electric adding-subtracting machine so 
compact it fits in your hand. 

There are more, of course, and still more on the way. 
For simpler, less costly ways to master paperwork, call 
Underwood. The advice you'll receive is based on 64 
years of experience. Products are backed by over 
2000 expert servicemen. 


ADDING AND ACCOUNTING 
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Johns-Manville Sanacoustic absorbs up to 85% of room noise that strikes it 


Johns-Manville Acoustical Ceilings 
cost less installed than 10 years ago 


Yes—the cost of a J-M Sanacoustic® Ceiling is 
lower than 10 years ago! And you gain these 
advantages: Sound-absorbing mineral wool 
pads within perforated metal units give best 
sound control. Baked enamel finish cleans 
easily. Units snap into tee bar for tight, firm 
joints; simple to unsnap for relocating. Ceiling 


JOHNS-MANVILLE 


has high light reflection and is noncombustible. 
Continuing J-M improvements hold down first 
cost and upkeep costs. 

For data on all J-M acoustical ceilings send 
for “Sound Control.” Write: Johns-Manville, 
Box 158, New York 16, New York. In Canada: 
Port Credit, Ontario. 


JOHNS -MANVILLE 


PRODUCTS 


Use Readers’ Inquiry Coupon on Page 98 
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Acoustical Materials; Floor Coverings; 


Overhead Lighting Equipment; Movable Partitions 


Although the well-known maxim, 
“Don’t judge a book by its cover,” is 
a virtuous notion acknowledged by 
many, it is an obvious fact that a book 
very often is judged by its cover. That 
is to say, the cover of a book expresses 
its context, and should serve to reflect 
the basic subject material of the book. 

An office may be judged in much 
the same way. The physical elements 
of an office, the elements which make 
up its environment, are an expression 
of its working operations; it might be 
said that the outer office reflects the 
inner office. 

Moreover, apart from the factor of 
simply making a good impression upon 
visitors and the world in general, per- 
haps the greatest argument for an at- 
tractive comfortable office is the effect 
which environment has upon per- 
sonnel. 

The realization that employees must 
be able to work comfortably and hap- 
pily in order to work most efficiently 
and economically has made manage- 
ment aware of the need for increasing 
attention to environmental factors such 
as acoustical materials, floor coverings, 
overhead lighting equipment and mov- 
able partitions. For the environment of 
an office affects directly both the per- 
formance of its work and the morale 
of its employees. 

And the morale of employees is a 
major consideration in today’s highly 
competitive business climate. Employ- 
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ers now realize that high morale means 
increased loyalty and _ identification 
with the company. This, in turn, brings 
with it more productivity as well as 
increased respect for company proce- 
dures and property. No more is it con- 
sidered simply humanitarian to be 
concerned with employee morale; such 
concern is a symbol of alert, intelligent 
management. 

Although company policies, fairness 
in dealing with employees, and salary 
and promotion patterns are determin- 
ing factors in the morale level of em- 
ployees, another such factor is appear- 
ance. 

Not only is appearance important 
for aesthetic reasons, but as many firms 
are discovering, an attractive, well 
laid-out and lighted office is conducive 
to doing business more pleasantly — 
and prosperously. Not to be ignored 
in morale and appearance considera- 
tions, is the fact that this is a time 
of clerical worker shortage, and good 
employees can afford to be particular. 


Space problem increasing 


Apart from environmental factors, 
the topics discussed in this section are 
pertinent to another subject important 
to every office—space utilization. No 
problem faced today by the office man- 
agers of the country has been more 
significant than the problem of space. 
Firm after firm reports that the rising 
tide of commerce has brought with it 


by Mary D. Lyons 


a mushrooming of personnel rolls. In 
many companies it is not unusual for 
growth to be so rapid between the 
time space is contracted for and the 
time it is occupied that upon occupa- 
tion day, the original space is found to 
be too small. During the years 1959- 
1960 in New York City alone, over 
7,091,000 square feet of office space 
will be constructed. The amount of 
new office building space constructed 
in New York City last year was 
6,458,000 square feet. 

And the end of the building boom 
is not yet in sight. 

It is, therefore, no wonder that each 
new development leading to better 
space utilization and flexibility has 
aroused increasing interest. 


Flexibility provided by partitions 


Taking cognizance of the full scope 
of the problem, manufacturers are de- 
veloping combination solutions. Ex- 
amples of this are evident in integrated 
ceilings which combine acoustical con- 
trol with lighting, ventilation, sprink- 
ling systems, radiant heating and cool- 
ing, and other facilities. Acoustical and 
other properties are incorporated in 
movable partitions. Movable partitions 
themselves are an extremely important 
factor in conserving space as well as 
in giving it the maximum degree of 
flexibility. Flooring, too, now allows 
the integration of facilities in certain 
new systems which will be discussed 
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This folding door by Hough Manufacturing Company illustrates the fact that folding 

walls and doors not only provide maximum flexibility, but also offer an attractive and 

modern appearance. Through their use, one large area can be subdivided to accommo- 

date several different groups at the same time, thus saving a great amount of space. 

Folding walls and doors are becoming increasingly popular in new buildings; some 

can be operated electrically and a number are manually opened and closed. They 
usually ride suspended from overhead tracks. 


later. 

The environmental factors and prob- 
lems of space utilization in offices have 
served to dictate the directions taken 
by the manufacturers of office equip- 
ment. 

The rapid growth of the office func- 
tion and the concurrent increase in of- 
fice personnel have placed a great em- 
phasis upon movable partitions. For 
flexibility of space utilization as well 
as for changing internal traffic to con- 
form with changing business practices, 
the movable partition is essential. 

Movable partitions provide privacy 
and at the same time promote office 
“circulation.” Since information can 
be passed easily from one department 
to another, there is an awareness of 
the interdependence of the various de- 
partments. Partitions seem to present 
a pleasant compromise between the 
open office with its complete lack of 
privacy and the rather isolating fea- 
tures of offices with masonry walls. It 
is true that movable partitions cannot 
always offer the same degree of privacy 
as is provided by permanent masonry 
partitions. Although visual privacy may 
be assured (unless undesired), the 
amount of aural privacy derived varies 
with the type and size of the parti- 
tion. When partitions are of less than 
ceiling height, as most of them are, 


noise escapes over the top of the parti- 
tion; however, if both the ceiling and 
partition are acoustically treated, noise 
can be reduced to a comfortable level 
in spite of the existing “air gap.” In 
instances where the partition extends 
to the ceiling and is of the proper 
acoustical construction, it may be as 
soundproof as a conventional struc- 
tural wall. 


Variety of partitions offered 


Partitions range in height from low 
“railing” types to ceiling-height units 
and may be made of many different 
materials. Although a large number are 
constructed of steel, many manufac- 
turers also offer partitions of asbestos, 
glass, wood, mineral compositions, and 
other substances. Partitions may have 


An Acousti-Luminus ceiling is installed 
in the office above. (Picture by courtesy 
of U. S. Steel Corp.) 


panels of glass, pegboard, chalkboard, 
corkboard, reinforced plastic, and a 
variety of other materials. With the 
growing emphasis upon office decor, 
most partitions are available in a num- 
ber of attractive colors and finishes, 
Some are designed to support book- 
shelves, lighting fixtures, and letter 
trays. 

A great many partitions provide 
both acoustical and fire-resistant quali- 
ties. 


Partitions may be secured to walls, 
floors, or ceilings. Some units are fast- 
ened together at right angles, enabling 
them to be self-supporting without at- 
tachment to structural fixtures. 

Although movable partitions are not 
for the most part as movable as one 
might think, in the fact that they can- 
not be simply pushed about as a piece 
of furniture might be, the moving and 
interchanging of partitions can be ac- 
complished certainly at much less cost 
and in much less time than is neces- 
sary to tear down and rebuild masonry 
walls. 

Partitions which are attached to 
furniture form complete, integrated 
units which can be moved as easily as 
any other fairly bulky piece of furni- 
ture. 


Partitions must be carefully placed 


Folding walls and doors are becom- 
ing increasingly popular in new build- 
ings. They provide maximum flexibility 
and are extremely useful in providing 
areas for conferences or meetings. 
Space is utilized to a high degree be- 
cause through use of folding walls or 
doors, one large area can be sub-divid- 
ed to accommodate several different 
groups at the same time. Folding walls 
and doors usually ride suspended from 
overhead tracks. Some can be operated 
electrically and a number are manually 
opened and closed. 

Ventilation and lighting are two 
factors which should always be con- 
sidered before installing movable parti- 
tions. Where light fixtures are widely 
spaced, the arrangement and rearrange- 
ment of partitions may create shadows 
in the wrong places. Also, placement of 
partitions must be planned in terms of 
their relation to air conditioning out- 
lets, fans, or windows if ventilation is 
not to be impeded. 

These problems are eliminated in 
offices where lighting and ventilating 
fixtures are installed at such frequent 
intervals that the arrangement of par- 


OFFICE MANAGEMENT 


" es -  00lt a ei! nee i ~~ =e re: ae oes oe ee, a a a 
a ii ott — 
| : ES Se a a8) .: i 43 4% ta es a < ligh 
| ~ _ i audaiiabi ree £ aee buil 
| ter Prarie mere: ie Hov 
| a | Mii man 
) a | | i ati pare (a full} 

sg Se oe | : 4 ; ee, aoe or 
Me: Be : Hii eee? it) « 
oc eee H ili) ae + | 
so oa Hii Ht Hae tetas” 
i Ue Hil ee ae 
BS. : be : | a ie 8 T 
| -. iam | aS 
| 3 act i } Ma i To 
y - <5 | ni 
| Be ~ 4% Ba gar : a eee * Bae ‘ 
) oa allel 4 eg —— it 1 
: = ' _—— ish 
| a ee ly : . Se —< inst 
— aiii ty. ~ae | efat 
- 1 » : a Cote —_ | vals 
pl * A a 4 TF i —_ es ' plis 
= °° ee —_ >, sucl 
oe ee oe 
belc 
higl 
I 
row 
abo 
ceil 
are 
luce 
ceil 
nes 
eC ent 
anc 
tion 
pla 
tur 
| dit 
ee - 
thr 
i hol 
l slo 
dif 
; . 
i lig 
of 
vic 
the 
mc 
off 
rs for 
—= lig 
z se ie 
Ss, pe? P 
~ -. ar m 
is : 2 he 
7T ' de 
, es Eee. ee ’ 
up 
is 
M 
: 48 ee 
pis ae * ; ; ; . nh _ oe Tere : ise ont ae a ‘ hn PP ica 
i ' #2, e ao : = : ll 6 ‘ ee » = . 2a a Des, Ha 
ee bis ‘ = ty : a | P a je a r - ” ong bie: 
= . ee ‘ —— £3 oa anal ow 5 ne. cial > ’ oo 
pe: " zh ‘oa ‘ 3 y a P : aro. ci a - Se = 
: Sed a ol io oar ‘ 4 a Tae a oe - Sige : 


titions does not cut a space off from 
light or air sources. Most of the new 
buildings employ this type of lighting. 
However, in older buildings, the office 
manager must check these points care- 
fully before authorizing the installation 
(or rearrangement) of movable parti- 
tions. 


Lighting shows new trends 


This factor has greatly influenced 
the design of modern lighting fixtures. 
To achieve ideal lighting effects and 
minimize the occurrence of shadows, 
it is mecessary to provide an even 
light distribution. One technique-is to 
install numerous light fixtures of mod- 
erately low intensity at frequent inter- 
vals. The same effect can be accom- 
plished by the use of large area light 
sources which cover the ceiling in 
such a way that the area of light dis- 
tribution is as large as the area of floor 
below. A good example of this in its 
highest form is the luminous ceiling. 

Luminous ceilings usually consist of 
rows of fluorescent fixtures installed 
above a translucent plastic or glass 
ceiling, although, “egg-crate” louvers 
are often employed in lieu of the trans- 
lucent plastic or glass. This type of 
ceiling produces lighting of great even- 
ness. Since light is diffused over the 
entire office area, there is no shadow 
and no glare no matter where parti- 
tions or other office equipment may be 
placed. 

Some of the newer fluorescent fix- 
tures combine lighting and air con- 
ditioning functions in the fixtures 
themselves; this is accomplished 
through the use of slots in the fixtures 
holding the fluorescent tubes. These 
slots transmit a vertical air flow from 
diffusers mounted above. 

To disregard the importance of good 
lighting is to ignore the importance 
of human sight. Aside from the ob- 
vious physical harm that may be done, 
there are few things so debilitating to 
morale and productivity as tired eyes. 

Fluorescent lighting is used in most 
offices today. It is generally superior 
for work purposes to incandescent 
lighting because it provides more light 
per unit of electricity and is therefore 
more economical; it also gives off less 
heat and distributes light with a greater 
degree of evenness. 


As a result of the growing emphasis 
upon office decor, fluorescent lighting 
is available in a large choice of color 
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A dramatic lighting arrangement is provided by Sylvania’s “Sylva-Lume” at the New 
England Mutual Life Insurance Co. in Boston. This all-plastic modular ceiling features 
different levels of illumination as well as various color gradations and panel arrange- 
ments. 


gradations,.and so its effects upon the 
appearance of the office in general can 
be quite striking. It is a byword in the 
decorating world that “Lighting is 
everything.” 

Another basic necessity in the pro- 
vision of good lighting is avoidance of 
too much contrast in the light-reflect- 
ing qualities of various objects in the 
room. Excessive contrast in the bright- 
ness of office furniture, machines, and 
papers forces the eye to constantly ad- 
just as it moves from one object to 
another. This is the reason that most 
modern desks have light colored tops 
that do not contrast too markedly with 
the papers that rest upon them. 

Light should always be diffused in 
such a way that it is mever concen- 


trated at any one point; since the eye. 


suffers when confronted with bright 
light sources. 


Wide range of floor tiles available 


The considerations involved in 
choosing a floor covering are primarily 
appearance, cost, and maintenance. 
However, more attention is now being 
paid to certain supplementary factors 
such as acoustical properties and per- 
sonal safety. Also, new trends in office 
decor have produced an extensively 
varied choice of color and design. 

Floor tiles may be made from a 
variety of materials. Among the most 
common are asphalt, linoleum, vinyl- 
asbestos, solid vinyl, rubber, and cork, 


all of which will be briefly described. 
Many of these are available in roll 
form, and most tiles are manufactured 
in an assortment of sizes, shapes, and 
colors. 


Asphalt tile is satisfactory in most 
respects and is relatively inexpensive. 
Although it can be dented by heavy 
objects, it has all-around good wear- 
resisting qualities. Certain kinds of 
chemicals, including some soaps and 
detergents, may cause corrosion or dis- 
coloration. It is also not as sound- 
absorbent as many other flooring ma- 
terials. 


Linoleum, which is offered in both 
tile and roll. form, is a good all-pur- 
pose floor covering. Although more 
expensive than asphalt tile, it offers 
the advantages of being both highly 
wear-resistant and easy to clean. Its 
acoustical properties are good, it re- 
covers well from indentation, and re- 
sists chemical reaction. (It should not 
be confused with certain cheaper prod- 
ucts sometimes erroneously called lino- 
leum such as printed enamel, which 
lack the best properties of true lino- 
leum.) 


Vinyl-asbestos tile rates high in its 
recovery from indentation, resistance 
to wear, and resistance to chemicals. 
Although it is more difficult to clean 
and less sound-absorbent than some 
other materials, its virtues justify its 
somewhat higher price. 


Solid vinyl tiles offer probably the 
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- When planning 
office 
modernization 


The dollar-and-cents value of sound conditioning—its contribution to employee 
; efficiency and comfort...and the striking difference a well-designed ceil- 
ing can make in office appearance... are universally recognized by mod- 
ern management. But you can expect more than just Quiet from a wise 
ceiling choice. It costs no more to get the vital plus benefits that are part 
of every specification for Acousti-Celotex Sound Conditioning. 
Good today is not enough. Good tomorrow must be assured. Per- 
manent satisfaction, it pays to remember that only Acousti-Celotex ceil- 
ings can give you all these “Quality Plusses”! 


_ Ceiling Consultation Service 


Expert advice on new ways of putting ceilings to work is yours 
without obligation through your Acousti-Celotex Distributor’s 
Ceiling Consultation Service. For example, he will show you how 
ceilings can be lowered attractively at minimum cost...how you 
can economically combine lighting, air-conditioning and sound- 


maintenance, and complete re-paintability without sacrificing 
permanent acoustical efficiency. 
Write today for free booklet “Sound Conditioning for Office 


Workers” and name of your nearest Acousti-Celotex Distributor. | 


\ Use Readers’ Inquiry Coupon on Page 98 


conditioning all in one project... how you can have easiest | 
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1. PRODUCT LEADERSHIP 


More products to choose from, the 
newest in designs, and manufac- 
turing quality backed by 34 years 
of job-proved performance. 


, 
® 
i» SVNIZ 


2. FRANCHISED DISTRIBUTORS 


Your Acousti-Celotex Distributor is 
a member of the world’s largest 
acoustical organization ... your 
assurance of engineering skill, de- 
pendable service. 


3. INSTALLATION VERSATILITY 


With the widest variety of installa- 
tion methods as well as products, 
your Acousti-Celotex Distributor 
can more effectively meet the de- 
sign needs of every job. 


4. SOUND CONDITIONING ANALYSIS 


Expert recommendations on mate- 
rials and installation needed to re- 
duce noise levels; prevent noise 
spread; improve hearing conditions. 


5. TRAINED PERSONNEL 


Distributor representatives are 
thoroughly trained by Celotex en- 
gineers ... continually kept up-to- 
date on latest developments in 
acoustics and construction. 


6. JOB CRAFTSMANSHIP 


“The best crews on the scaffold,” 
proud of their fine reputation, work- 
ing with the products they know so 
well... Acousti-Celotex materials. 


yee 
ye 7. CEILING ENGINEERING 8. ADVANCE INSPECTION 
eil- The best in construction planning Pre-checking of all job conditions 
10d- assistance, from the organization insures proper permanent installa- 
‘ that installs more ceilings of all tion and guards against future 
vISe types than any other in the world. troubles, 
part 
er- 
eil- 9. JOB SUPERVISION 10. COMPETITIVE PRICES 
Progress of every job repeatedly You get all these quality plusses 
checked by your distributor’s ex- without paying more... greater 
perienced job supervisors — insur- value in products, engineering 
ing that high Acousti-Celotex skill and job dependability, with- 
ours standards are maintained. out extra cost! 
tor’s 
how 
you 
| COUSTI-[,ELOTEX 22:37 
siest | CONDITIONING 
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TRADE MARK REGISTERED U.S. PAT. OFF. 
ffi q Products to meet every problem...every buliding code 
The Celotex Corporation, 120 S. La Salle Street, Chicago 3, Illinois e In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 
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The tiled floor of the Grand Avenue 
Bank of Dallas, Texas, combines beauty 
with durability. (Picture by courtesy of 
Uvalde, Azrock Div.) 


Individual floor plates can be easily re- 
moved from the adjustable and elevated 
floor recently installed at New York 
City’s computer center. (Picture by cour- 
tesy of Floating Floors, Inc.) 


best qualities of resistance to wear and 
chemical action, ease of cleaning, and 
recovery from indentation. They are, 
however, expensive. Printed vinyl. 
which is about as economical as asphalt 
tiles, has good chemical resistance but 
is subject to indentation and is not 
considered easy to clean or particularly 
sound-absorbent. 

Calendered vinyl is considered effi- 
cient in all respects except ease of 
cleaning. Its price is comparable to 
that of vinyl-asbestos. 

Rubber tiles have high wear-resist- 
ance, and are easy to clean, but are not 
particularly resistant to chemicals. Rub- 
ber is one of the quieter tiles and 
recovers well from indentation. How- 
ever, it does present the disadvantage 
of being slippery when wet. 

Cork tile is highly wear-resistant 
and stands up well to chemicals. It is 
very quiet and not inclined to be slip- 
pery. It is, however, not considered 
easy to clean and is subject to indenta- 
tion. 


It is necessary to mention that these 
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remarks do not apply if the materials 
are used in circumstances other than 
those for which they were intended. 
For instance, in installations below 
ground level some of the materials are 
very likely to be subjected to con- 
siderable moisture. The manufacturer's 
advice should be followed in every 
case. 

The carpeted office is no longer the 
exclusive property of executives. Its 
usage is now spreading from the “name 
on the door” sanctuary to general office 
areas including secretarial pools, busi- 
ness machine rooms, reception rooms, 
and filing rooms. Although it is not 
as durable as a good tile, it is proving 
itself to be a better all-around floor 
covering than has always been realized 
in the past, and its complete versatility 
of color and design allow carpeting to 
add a great deal to the luxury and 
distinction of any office. 

Recent flooring developments are 
elevated and adjustable floors designed 
for the purpose of supporting data 
processing machines. In most cases the 
floor panels rest upon metal frames 
and adjustable pedestals or jacks. The 
panels may be removed for access to 
cables beneath the floor by the use of 
a hand suction-cup lifter. Beneath-the- 
floor space may be utilized for air con- 
ditioning or heating and cooling sys- 
tems. 


Acoustics affect efficiency 


The acoustical elements in an office 
always have a great influence upon its 
efficiency. Nothing is more distracting 
than the sound of noisy office machin- 
ery, clattering high heels, or the boom- 
ing laughter of the office clown when 
people are trying to concentrate upon 
their work. 

Ceilings are the most common sur- 
faces for acoustical treatment, although 
walls are often treated in noisier areas; 
and, as previously mentioned, a num- 
ber of movable partitions also feature 
acoustical treatment. 

Acoustical tiles which can be applied 
to either ceilings or walls may be made 
of a variety of materials. ‘The nature 
of their substance and composition 
serves to absorb sound waves and thus 
prevent them from being echoed or 
reflected back to the working area, 
where good sound control is essential. 
Such tiles may be applied directly to 
the ceiling either by adhesive, nails, or 
screws; or they are often framed in 
grid systems thus constituting what is 


known as a “suspended ceiling.” In 
such cases, the tiles rest in a frame- 
work or grid which is hung beneath the 
permanent ceiling. 

Most suspended ceilings allow the 
integration of other facilities with the 
acoustical tiles such as lighting, air 
diffusers, sprinkling systems, and other 
fixtures. The acoustical tiles rest in 
grids in such a way that they can be 
easily removed to permit access to 
ducts, pipes, and wiring situated above 
them. 

There are many different types of 
acoustical tiles, and the degree to 
which they are able to absorb sound 
is dependent upon their material and 
design. 

The degree to which tiles may resist 
fire is another consideration in the 
choice of tiles. The Acoustical Mate- 
rials Association lists four categories: 
incombustible; fire retardant; slow 
burning; and combustible. The fire re- 
sistant properties of a tile may depend 
either upon the material of which it 
is made, or on the treatment to which 
it may have been subjected. Some tiles, 
for instance, may be coated with fire 
resistant substances. 

Tiles made of wood fibers, sugar cane 
residue, or vegetable fibers are effec- 
tive acoustical materials. However, al- 
though less expensive than other types, 
they have less dimensional stability and 
are not incombustible. 

Mineral fiber, glass fiber, and as- 
bestos tiles are all incombustible. These 
tiles usually have an acoustical back- 
ing which asborbs sound passing 
through perforations in the tile sur- 
face. 

Perforated metal tiles consist of a 
perforated metal facing with a backing 
pad (usually of mineral wool) which 
absorbs sounds passing through the 
perforations. Plastic faced tiles are also 
available. 

Most tiles may be purchased in a 
great variety of designs, including types 
with regularly spaced perforations or 
random perforations, striated patterns, 
fissured designs, slotted surfaces, and 
various textured finishes. Many are 
available in different colors. 


Sound reduction can be measured 


Acoustical materials are evaluated 
by their ability to absorb sound. Two 
standard measurements may be ap- 
plied: Sound Absorption Coefficient 
(SAC) indicates the ability of the 
material to absorb sound at a given 
frequency; since its efficiency varies 
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This suspended ceiling by Accesso illustrates the flexibility of such systems. Acoustical 
tiles are arranged in such a way that they can be easily removed for access above while 
the grid system itself remains concealed from view. This “concealed metal” type of 
suspension system produces an attractive surface of solid tile, unbroken by the metal 


of the grid. 


with the pitch, this measurement 
should be used carefully and with re- 
spect to the place where the tile is to 
be used. 

The Noise Reduction Coefficient 
(NRC) indicates the average sound 
absorption at pitches normally audible 
to the human ear, and is therefore a 
more useful measure in most cases. 
Both SAC and NRC are given as per- 
centages of sound absorbed. The higher 
the figure, of course, the more efficient 
the material. 

Other devices used 

Another sound-absorbing device, 
used especially in the instance of lumi- 
nous ceilings, is the baffle—a finlike 
structure which can be suspended ver- 
tically between the structural ceiling 
and the hung, luminous ceiling. This 
serves to interrupt the flow of sound 
from one area to an adjacent area. 

In buildings where it is desirable 
to retain the basic structural outline, 
as in Gothic structures, acoustical 
plasters and sprays may be applied to 
the walls and ceilings in lieu of tiles. 

Noisemaking office machines are 
often shrouded by acoustical cabinets 
or hoods. Such cabinets are designed 
to be placed around the machine in 
such a way that most of the distracting 
noise is muffled. One side provides 
room for the machine operator. These 
cabinets are usually equipped with 
their own fluorescent lighting. 

A new development in the acoustical 
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field is a product called Acoustical 
Fireguard developed by Armstrong 
Cork Co. Acoustical Fire-guard is in 
effect, a ceiling system composed of 
interlocking tiles made of densely pack- 
ed mineral fiber, which are placed in 
a special assembly secured to the floor 
or deck above. Underwriter’s Labo- 
ratories, Inc., gave Fire-guard a two 
hour Fire Retardant Time Design 
Rating. Further tests revealed that it 
gave sufficient protection for structural 
steel joists to enable them to carry their 
load for over six hours in a fire. 

Naturally, with such applications, 
lights and air conditioning ducts must 
be suspended beneath the true ceiling, 
and thus beneath the tiles. 

The most important claim made by 
Armstrong Acoustical Fire-guard, as 
previously mentioned, is that it offers 
rated fire protection to the structural 
components of a building and com- 
bines with a floor structure to help 
check the spread of fire by resisting 
dangerous transmission of heat from 
one area to another. (It may be com- 
pared to a type of fire-protective mem- 
brane for the ceiling-floor above.) 

New ceilings developed 

Another recent acoustical develop- 
ment is the radiant-acoustical ceiling, 
which combines sound control with 
radiant heating and cooling devices. 
Radiant energy operates upon the prin- 
ciple or physical fact that warm ob- 
jects always radiate heat to adjacent 


cooler objects. Body comfort depends 
upon the rate at which heat created by 
the body chemistry is dissipated. 

The energy radiated from radiant- 
acoustical ceilings warms the floors, 
walls, and furniture in a room thus 
preventing too much body heat dis- 
sipation, and maintains comfortable 
conditions no matter what the actual 
room temperature may be. 

Burgess Manning Co. employs a grid 
type water circulating coil suspend- 
ed from a channel grid. Directly at- 
tached to the coil are perforated alumi- 
num panels. A sound-absorbent blan- 
ket is laid on top of the suspension 
grid. In operation, hot or cold water 
circulates through the coil, heating the 
aluminum panels attached to it in 
winter, and causing them to absorb 
heat from the area below in summer. 

Lighting and other fixtures may be 
integrated with acoustical-radiant ceil- 
ings. Such ceilings provide space con- 
servation also, because they eliminate 
the need for radiators, baseboard con- 
vectors, or other such facilities. 

The Airtex Corporation has been 
working upon new developments for 
acoustical-radiant ceilings which are 
expected to allow the installation of 
this type of ceiling in buildings where 
large glass areas are involved. 


Acoustical paint now available 


Another new product in the acousti- 
cal field is Acoustex, an acoustical paint 
coating of alkyd-latex base developed 
by the Acoustic Chemical Corporation 
of New York. 

Acoustex contains specially prepared 
sound-controlling granules which create 
a surface that manages to dampen the 
“bounce-back” of sound waves, and 
also serves to trap them. It is odorless, 
washable, fire-retardant, and only 
slightly more expensive than conven- 
tional quality paints. 

Acoustex, which may be brushed on- 
to walls or ceilings as simply as any 
ordinary paint, provides a new and 
easy method of sound-control, especial- 
ly useful for walls—which are not us- 
ually acoustically treated. 

Available in an assortment of dec- 
orator colors, Acoustex gives a rough 
surface which is almost fabric-like in 
texture, and certainly a striking addi- 
tion to the decor of any office. 

The categories of acoustical mate- 
rials, floor coverings, lighting equip- 
ment, and movable partitions include 
so many different types, designs, colors, 
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_ ‘Now—electro dictation comes of age 
_ through McGraw-Edison’s inventive heritag 


—-_- 


Take the mike... 


| See how this new Edison VOICEWRITER dictating machine helps you 
break through your “time barrier” to new success! 


You'll take the mike . . . dictate . . . and suddenly you'll 
realize that any other dictating method is now old- 
. fashioned! 

, You'll see how this all-new Voicewriter saves man- 
hours by acting as a rapid, foolproof dispatcher of cor- 
respondence . . . a communicator of instructions ...a 
conference reporter . . . a sounding board for sales 
talks, ideas and speeches! Its features? All you would 


5 
| 


FREE TRYOUT! — Just fill out and mail this coupon 
to Edison Voicewriter, West Orange, New Jersey. 
Your Voicewriter representative will do the rest. 
No obligation! 


Okay Edison, I’d like to take the mike of the all-new 
Edison Voicewriter. Please call me to arrange a 


expect to find in the finest dictating machine ever built demonstration. 
- ... and then some! 
i Think we’ ve exaggerated? We offer you a friendly chal- Name 2 
1 lenge to mail the coupon—‘“‘take the mike”’ at your own Title Pn 
a desk, with your own work, for just a few minutes! Once i. 
you take the mike...your talk will be our best sales talk! Organization aii 
7 icewriter [WA | 
- | Edison Voicewriter Qua) ¢ 
e A product of Thomas A. Edison Industries, McGraw-Edison Company; F [) | § () N 4 City. Zone. State. wi, 
: West Orange, N.J. In Canada: 32 Front Street W., Toronto, Ont. . = ‘ 
5 ——<——— ‘iy , 
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shapes, and sizes that it is impossible to 
mention all of them in this section. 
However, one thing is certain—these 
materials are essential to the success 
of every type of office which exists. 
Further attestment to this fact may 
be seen in an article which appeared 
in The New York Times, March 29, 
1959. 


The article concerns a “sample” 
building used to test the new home 
skyscraper-office of the Equitable Life 
Assurance Society of the United States. 
The company is using the “dummy” 
building as a laboratory in which to 
test various materials for durability, 
beauty, safety, and economic value. 
Most of the article dealt with the topics 
discussed in this section: 


“Lighting tests were extensive. Some 
of the fixtures threw ‘hot spots’ down 
onto the space that will be occupied 
by desks. Lower intensity lights were 
then installed and found to be better. 
After several weeks of such experi- 
mentation, Equitable decided that sixty- 
foot candlepower fluorescent lights, 
behind glass flush with the ceilings, 
would be installed in the new home 
office building. 


“Stacks of acoustical ceiling tiles of 
many weights and designs were hauled 
into the mock-up building. After elimi- 
nating eleven or twelve kinds the home 
office building committee settled for 
a tile that will blend esthetically as 
well as economically with the air con- 
ditioning outlets. 


“Four types of flooring, each in six 
distinct patterns, were laid and lifted. 
Six types of partitions also were raised 
around private office layouts. Some of 
the partitions have translucent glass in 
them, others are made of metals and 
wood. These will stay up for another 
month or so, while the committee dis- 
cusses the advantages and disadvantages 
of the partitions ... By making ‘mis- 
takes’ now on a mock-up building, the 
Equitable Life Assurance Society of 
the United States is saving about 
$3,000,000 on the cost of constructing 
its new home office.” 

It cannot be denied that the con- 
tinuous advances and developments 
being made in these fields are bringing 
increased economy, comfort, safety, 
and beauty to America’s business 
world. 


They also help account for the fact 


that in up-to-date offices throughout 
the country there are now almost as 
many cheerful faces on Monday morn- 
ing as on Friday afternoon. 

The following list contains the 
names of the principal manufacturers 
of the four types of equipment dis- 
cussed in this section, plus a brief 
description of their products. 


The Manufacturers 
Acoustical Materials 


Accesso Systems, Inc., 1500 West- 
lake North, Seattle 9, Wash. Accesso 
Acoustical Systems are suspension sys- 
tems of the grid type used to support 
lowered acoustical ceilings. Acoustical 
tiles rest in grids in such a way that 
they can be easily removed to permit 
access to ducts, pipes, wiring, etc., 
above them, while the grid system it- 
self remains concealed from view. Ac- 
cessO suspension systems also empha- 
size flexibility, allowing partitions to 
be relocated without difficulty, and easy 
rearrangement of lighting, air diffus- 
ers, and other fixtures in integrated 
ceilings. 

Airtex Corporation, 2900 N. West- 
ern Ave., Chicago 18. Airtex Radiant- 


No, Boss — the boys are going song - | 


I'm talking from a — 


: .. BURGESS-MANNING ACOUSTI- BOOTH 


“ee olga cs Ay cheapie inclnlaletiiaalaltilidtaa td eocee” 


Rat-a-Tat-Tat or Boom, 
Boom, Boom — The 
Burgess-Manning 
Acousti-Booth is areal « 
isolation room. 


Write for 
Bulletin A-142-2-0 


BURGESS-MANNING COMPANY § 


Industriel Silencen Division 
749 East Park Avenue, Libertyville, III. 
Dallas, Texas 


Holders clipped to 
tote boxes on 
conveyor belt 


COLORS: 
ivory, red, green, blue, 
yellow or black. 


TABULATING CARD 


HOLDERS 


ADAPTABLE TO FIT ANY SYSTEM 


Users report fewer mistakes, better control and 
speedier handling of all types of merchandise. 
Easily installed on any type shelves, 
bins, boxes, containers. 


e inventory control 
e purchasing records 
e inventory location 
e billing card storage 
e hundreds more uses 


BEEMAK PLASTICS 


7424 Santa Monica Blvd., Los Angeles 46, Calif 
FREE SAMPLES sent upon request on your letterhead. 


ee 


Tabulating card 
holders in shelves 
on storage walls 


Card holders stacked 2-high 
on shelves in 
hospital supply room 


J 


Model B-100 Model B-120 
Keyhole type Tote box card 


METAL CLIP, card holder holder with clips 


to fit all types 
of shelving, available. 
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©1959, VENUS PEN & PENCIL CORP., LEWISBURG, TENN. 
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DOUBLE DUTY 


Now Venus equips the famous “cross between the 
pen and pencil’’® with the remarkable new Camel 
ink-cartridge; doubles the ink supply, doubles the 
writing mileage. Result: the most efficient, econom- 
ical writing tool that ever went to work in the office. 

Another big exclusive: the new cone-shaped 
point that writes smoother, easier from any angle. 
Other great ball PEN-cil features: the slim wood 


*PAT. NO. 2,678,634 


MAIL THIS FREE TRIAL COUPON TODAY 


NEW. CAMEL INK 


(GOES MILES FURTHER WI 


THOUT RUNNING 


YAGER, tO 


A 


barrel that’s light as a pencil; permanent ink that 
writes dry; nothing to twist, click or turn. And 
Venus now offers this great office favorite in 9 
models—each designed for a specific writing job. 29¢, 
39¢, 49¢, 59¢ each. Less by the dozen. Blue, black, 
red or green ink. Order from your stationer today. 


VENUS ball PHN: cil’ 


OM-5-59 


FOR AUDITORS 
REGULAR | 


SUPER FINE 


~ FOR STENOGRAPHERS 
LAUNDRY MARKER 
LIQUID VELVET 


REPRODUCING 
FOR CHECKING 


Gentlemen: ~ a Duty —_ Poi —— — ra Venus Pen & Pencil Corp., Lewisburg, Tenn. 
ate = ackeecte; Camtentdion fekGees NAME 
department test- D Regular (29¢). Ink Color. (please print) 
ing, one sample O Super Fine (39¢). Ink Color. FIRM NAME__ 
, 0 Reproducing (39¢). Ink Color. 
Venus ball PEN-cil, 0 for Checking (49¢), Ink Color. ADDRESS 
style and ink O Laundry Marker (59¢). Black Ink Only. 
color indicated. STATIONER’S NAME 


MAY 1959 


D Liquid Velvet (29¢). Erasable Liquid Graphite. 
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MODEL EF- 2445 used with Bell 19 TELE- 

TYPE, courtesy of Bell Lines, Inc., Colum- 

bus, Ohio Terminal. 
Gates Acoustinets have a_ reputation 
throughout the world to provide A QUIET 
OFFICE WITHIN AN OFFICE. Here is 
acoustical cabinetry, scientifically designed 
and guaranteed to ‘KILL’ the nerve-wrack- 
ing noise created by office machines right at 
the source. No special rooms required. 
Gates Acoustinet keeps the office machine 
at the source of media. 


Write ontar, give machines, make, model 
used and measurements, 


meme CO OUSTINET 


629 American Standard Bidg., Buffalo 7, N. Y. 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS e 


LOW-COST “CONVOY” § 
e STORAGE FILESe 


All your semi-active or inactive records 
What a time and 


are instantly available. 
money-saver today! 


Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 


searching (the biggest item). 


All this at half the cost of steel because | 


“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 
deposit slip, tab card... 
10 others. 


There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-0 
CANTON 6, OHIO 
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Acoustical Ceiling, complete ceiling 
combining radiant heating, radiant 
cooling, acoustical control, and thermal 
insulation, can be used in buildings 
with glass walls. 

Armstrong Cork Co., Lancaster, Pa. 
Tiles: Cushiontone, wood-fiber mate- 
rial; Travertone, fissured mineral wood 
material; Mina-board, new sound-re- 
ducing mineral-fiber lay-in unit; Mina- 
tone, perforated fire-safe mineral fiber 
material; Crestone, striated mineral 
fiber material; Arrestone, perforated 
metal pan units backed by mineral 
wool pads; Gridtone, new metal lay- 
in unit with sound absorbing pad; 
Corkoustic, all-cork tile; Cushiontone 
Roof Deck, acoustical efficiency addi- 
tive; Perforated Asbestos Board, large 
perforated fireproof facing units in- 
stalled with glass fiber backing; Per- 
forated Corrugated Aluminum, large 
metal facing units which stress flexibil- 
ity and durability. Armstrong also of- 
fers installation methods such as 
cementing; nailing, stapling, or screw- 
ing; and a variety of mechanical su- 
spension systems. 

Burgess-Manning Co., 5970 North- 
west Highway, Chicago 31. Complete 
ceiling incorporating acoustical con- 
trol, radiant heating, radiant cooling, 
and thermal insulation. Also, Acousti- 
Booths for telephones. 

The Celotex Corp., 120 S. La Salle 
St., 120 S. La Salle St., Chicago 3. 
Acousti-Celotex ceiling tiles: perforat- 
ed cane fiber tiles; Celotone fissured 
mineral fibers; Striatone striated min- 
eral fiber tiles; perforated mineral fiber 
tiles; cavity tiles; Steelacoustic panels 
(slotted steel panels with laminated 
acoustical element); Acousteel metal 
pan assembly incorporating perforated 
steel pan facing with rock wool a- 
coustical pad and separating wire grid; 


A good example of an acoustical ceiling 
system integrated with lighting and air- 
conditioning is this Acoustical-Celotex 
ceiling installed in the John Wanamaker 
Building. The acoustical tiles are Cavity 
Tiles installed on the Celotex T & T Sus- 
pension System. (Picture by courtesy of 
Celotex.) 


Use Readers’ Inquiry Coupon on Page 98 


Tools of the Office 


Supracoustic spun glass fiber panels 
with elasticized paint finish; perforated 
asbestos board; perforated hardboard; 
Q-T ductliner. Also Celotex H&H, 
T&T, and Acousti-Line Suspension Sys- 
tems to support removable and acousti- 
cal tiles, light fixtures, air diffusers 
and partitions in integrated hung ceil- 
ings concealing pipes, ducts, and other 
utilities above the ceiling but allowing 
access to them when required. 

Gates Acoustinet Co., 529 American 
Standard Building, Buffalo 7, N. Y. 
Gates Acoustinets are acoustical cab- 
inets designed to be placed around 
noise-making office machines. Avail- 
able in most sizes, sound-controlling 
Acoustinets are easily maneuvered and 
equipped with indirect fluorescent 
lighting. 

GR Products, Inc., 2417 Easter Ave. 
S.E., Grand Rapids, Michigan. Soundex, 
portable partitions with perforated 
sound-catching panels and spun-glass 
cores. 

Insulite, Div. of Minnesota & On- 
tario Paper Co. SEE: Minnesota & On- 


~ Metal Tabs. 


solve filing problems at 


LOW COST! 


Adjustable OPNWINBO, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 


If not available from your dealer, write to 


(CHARLES C, SMITH, INC.) 


F ‘or more than 60 years, a complete line 
”* ~~ of time-saving signals andindexes 


OFFICE MANAGEMENT 
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Low-cost way fo 
modern accounting methods 


ROYAL MCBEE GENERAL 
RECORDS POSTER 


Simplifies your payables, receivables, payroll— 
as well as other important accounting jobs 


Here, in just a single compact device, you’ll find 
everything you require to simplify—and mech- 
anize—your accounting. Flexibly, economically, 
without specialized personnel. The new Royal 
McBee General Records Poster eliminates re- 
petitive writing—can slash your paper-handling 
costs by 60%. With greatest speed and accu- 
racy. In small and medium-sized firms...in 
larger, decentralized companies, too. 


Your nearby Royal McBee Data Processing 
Representative will be glad to demonstrate the 
new General Records Poster—as well as other 
Royal McBee machines and methods for cutting 
automation down to size. Phone him, or write 
Royal McBee Corporation, Data Processing 
Division, Port Chester, N. Y., for illustrated 
brochure 8-533. 


ROYAL M‘BEE : data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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TRANSISTORIZED 


PORTABLE 


dictation machine with 


/ All controls 
In your han 


ONLY FULLY 


= : 


3 \ Lue COMBINATION 

\ MICROPHONE-SPEAKER 

cee @ ELECTRIC REVERSE 

ica PLAY BACK 

IN -------- @ DICTATE-LOCK 
---e INPUT VOLUME 


—---------- @ OUTPUT VOLUME 


— (Photos 2 actual size) 
8s" x 64" x 15/0" —4Y Ibs. 


NOW DICTATE WHEREVER YOU ARE! 


INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


omptometer 


oronet 


Bee 


Microphone Control. ALL operating controls are in the full 
hand-size mike. Makes dictation as easy as talking. 


Perfect Dictation Every Time. No confusing corrections. 
Just dictate new phrasing over old—perfect dictation always! 


Book-sized transistorized 
Comptometer CORONET 
has permanent 

printed circuits and 
built-in erase bar. 

Tucks into briefcase, 
car glove compartment, 
desk drawer... 

goes where you go. 


omptometer 
rporation 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 

Uses same Erase-O-Matic non-slip belt as Standard Desk 
Machine. Belt can be reused thousands of times. No recur- 
ring costs as with ordinary belts, discs, cylinders—a saving 
that pays for your Coronet. Belt is easy to insert and re- 
move. Operates on 5 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 

Scaled down in all but performance, here’s big machine 
... Better Products service and big new advancements, at your hand wherever 
to Better Business you may be—complete portability! 


Send this coupon 
FOR DESCRIPTIVE 


0 Send me Coronet literature [| would like to see the Coronet 


Name Position ___ 
LITERATURE! 
Firm — 
COMPTOMETER 
CORPORATION Street te ee eae, 
1742 N. Paulina St., City ee eee 


Chicago 22, Ill. 


tario Paper Co., Insulite Div. 

Johns-Manville, 22 E. 40 St., New 
York 16, N. Y. Ceiling units: Perm- 
acoustic, mineral wool maierial; J-M 
Drilled Mineral Tile, mineral wool 
fiber material; Fibretone, wood fiber 
material; Sanacoustic, perforated metal 
with mineral wool backing; Panelglas, 
fiberglass acoustical ceiling panels 
which contain thermal insulation prop- 
erties and are incombustible. 

Keasbey & Mattison Co., Ambler, 
Pa. Sprayed “Limpet” Asbestos, sound 
absorbing and fire protective material 
designed to be sprayed onto walls and 
ceilings. 

Lahabralite Co. P. O. Box 2005, 
Anaheim, Calif. La-Coustic, an acousti- 
cal plaster of vermiculite base. Low 
cost La-Coustic can be applied either 
by hand or machine, and is available 
in white or 12 stock colors. 

Luminous Ceilings, Inc. SEE Listing 
under Overhead Lighting Equipment. 

Mid West Noise Control Co., 6265 
Carrolton, Indianapolis, Ind. Acousti- 
kil, line of sound-controlling office 
machine enclosures. 

Minnesota & Ontario Paper Co., In- 
sulite Division, Baker Arcade Bldg. 
Minneapolis, Minn. Insulite line of 
fiberboard ceiling tiles includes the 
following: Acoustilite, drilled acousti- 
cal tile; Durolite, plain tile in white 
or ivory; Fiberlite, travertine textured 
acoustical tile. 

National Gypsum Co., 325 Delaware 
Ave., Buffalo 2, N. Y. Ceiling tiles: 
Acoustiroc, incombustible and low cost 
felted mineral wool material; Sculp- 
tured Travacoustic, mineral wool ma- 
terial with the emphasis on decor— 
three-dimensional surface patterns in 
a variety of ceiling designs. 

Owens-Corning Fiberglas  Corp., 
National Bank Building, Toledo 1, 
Ohio. Ceiling Tiles: Textured Acousti- 
cal Tile, washable white-painted tex- 
tured surface; Perforated, Random Per- 
forated Acoustical Tile, washable white 
surface finish with rectangular or ran- 
dom perforations; Sonofaced Acousti- 
cal Tile, faced with three patterns of 
plastic film in white or choice of 
colors; Stria Acoustical Tile, highly 
decorative surface of parallel striation 
or grooves; Frescor Acoustical Tile, 
softly stippled white surface, resulting 
in graded shadows; Access Tile, avail- 
able in five decorative patterns; C 
Ceiling Board, for use in “Exposed T” 
suspension systems; Noise-Stop Baffles, 
enclosed in plastic film with hangers 
for suspension; Sonocor for Metal Pan 
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| iy 4 
| EAGLE’S live TV tests proved a pencil ‘ ay 
4 can be strong and smooth and durable i : 
ba a ° ye . 
; without sacrificing any single value! 


ot 


EAGLE MiIRADO 


gut mom oer rem a 
Balanced superiority makes Cl 


EAGLE MIRADO:,, t 
the lowest-cost pencil you can buy! 


8,000 purchasing experts saw it proved by laboratory tests over 
closed-circuit TV. No other pencil can match Eagle MIRADO's 
balanced superiority. MIRADO not only stays sharp longest, but writes 
smoothest and lasts longest. Unlike other pencils, MIRADO never 
sacrifices one value to give you another. Eagle MIRADO costs you 
less to use because it saves you time and serves you better. 


EAGLE MIRADO 


EAGLE VERITHIN® — 


(IN 40 COLORS) 


BEST BUY IN Laboratory tests proved Eagle VERITHIN’s non-crumbling 
point, smoother-writing lead and non-smearing marks cut 


COLORED PENCILS! office costs, boost office efficiency. 


SEE FOR YOURSELF! Write for free samples and complete test figures. EAGLE PENCIL CO., DANBURY, CONN. 
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Rock ’n rollers? That’s right. Rock 
’n rollers in a children’s hospital. 

The three “gang members” are 
Junior Red Cross members who've 
taken an afternoon of their time 
to go to the hospital and entertain 
some little crippled kids. Reassur- 
ing, isn’t it? 

They do things like this all the 
time. Regularly. Girls and boys. 

20 million of our sons and 
daughters make up Junior Red 
Cross—the largest youth organi- 
zation in the country. Junior mem- 
bers take part in every one of the 
Red Cross service programs that 


= 


Music and fun in the children’s ward 
—on Junior Red Cross Visiting Day. 


young people can help to carry on. 

When disasters hit, Junior Red 
Cross volunteers help in many 
Wways—as messengers, typists, can- 
teen workers, information clerks. 
Many Junior Red Cross members 
have served with real distinction 
in disaster emergencies. 

Through the Gift Box Program 
in their schools, Juniors send re- 
licf supplies to children overseas. 
Like alk Junior Red Cross activi- 
ties, this program is financed en- 
tirely by the Juniors themselves. 

Friendship between children all 
over the world is fostered by the 


Use Readers’ Inquiry Coupon on Page 98 


Junior Red Cross correspondence- 
album and art programs. 

Junior Red Cross is at work 
every day, helping to build a 
strong, decent, responsible young 
America. 

These are kids we don't have to 
worry about. Let’s be sure they 
know they can depend on us. 


OuUrwW 


On the job when you need it most 
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Ceilings, fine-fiber pads and rolls for 
use over metal pan ceilings. 

Simpson Logging Co., Shelton, 
Wash. Tiles: Forestone, fissured wood- 
fiber acoustical tile; Simpson Standard 
and Scatter Drilled Acoustical Tile; 
Simpson Fissured Mineral Tile. Special 
products: Simpson Perforated Metal 
Acoustical Units; Simpson Perforated 
Cement Asbestos and Hardboard. 

Tectum Corp., 105 South Sixth St., 
Newark, Ohio. Tectum products in- 
clude acoustical non-combustible ceil- 
ing tiles; Tectum Roof Deck, an in- 
sulating non-combustible _ structural 
material for exposed roof deck; Tectum 
Form Plank, non-combustible insulat- 
ing, structural material for left-in-place 
forming of reinforced concrete floors 
and roof decks. 

U. S. Gypsum Co., 300 W. Adams 
St., Chicago 6. Ceiling tiles; Acoustone, 
fissured mineral tiles in standard and 
motifed finishes; Auditone, fiber tiles 
with regular or random perforations. 
Also acoustical plasters: Audicote, ap- 
plied either by spray or hand; Hi-Lite, 
plaster with high light reflectance; 
Sabinite, plaster with float or trowel 
finish. 

Watkins Industries, P. O. Box No. 
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BASSICK COMPANY 
BRIDGEPORT 5, CONN. 
IN CANADA: 
BELLEVILLE, ONT. 


2621, Youngstown, Ohio. Acoustors, 
cabinets for noise control treatment of 
all makes and types of office business 
machines, equipped with fluorescent 
lighting. 

Zonolite Co., 135 S. La Salle St., 
Chicago 3. Zonolite, a fire-resistant 
acoustical plastic, applied either by 
hand or machine and available in 
various shades. 

Sorkin Enterprises, 11 Broadway, 
New York 4. Eternit, line of wall tiles 
and sheets in asbestos and cement. 


Movable Partitions 


Art Metal Construction Co., Jones 
& Gifford Aves., Jamestown, N. Y. 
Free-standing partitions: Modular Par- 
titions, 42-, 54-, 66-, and 85-inch 
heights, panel inserts of steel or steel 
and glass combinations. 

Bemis Bros. Bag Company (Trans- 
wall Coated Products), 408 Pine St., 
Box 93, St. Louis 2, Mo. Folding doors: 
Bemiswall and Transwall folding doors, 
fire- and sound-resistant partitions 
operating on overhead tracks. 

Browne-Morse Co., Muskegon, 
Mich. Free-standing partitions: Flexa- 
wall line of wall partitions. 


the reclining position. 


upside down. 


Irwin Casper, Inc., 401 Broadway, 
New York 13. Free-standing parti- 
tions: Irwin Casper, Inc., Partitions, 
steel, glass, and wood & glass, avail- 
able in heights of 42, 54, and 68 inches. 
Also, Irwin Casper, Inc. Partitions for 
attachment to floors in a variety of 
heights. 

Cle-Land Partitions Co., 8220 Mem- 
phis Rd., Cleveland 9, Ohio. Cle-land 
Divisionettes, line of partitions in a 
variety of sizes with hardwood panels 
of birch, mahogany, walnut, and oak. 

Corry-Jamestown Mfg. Corp., Corry, 
Pa. Free-standing partitions: Steel Age 
Office Partitions, fiberglass panels with 
honeycomb cores. 

L. A. Darling Co., Bronson, Mich. 
Partitions: Workwall, panels of Mar- 
lite and other materials which may be 
secured to other panels, floors, walls, 
and ceilings. 

Desmond Bros. (Deft Wood Finish), 
Los Angeles, Calif. Partitions: Reverse 
“S” curved partitions with panels of 
natural wood called Sammara. 

D & L Office Furniture Co., Inc., 
61 W. Hubbard St., Chicago 10, lil. 
Partitions, free-standing and for at- 
tachment to furniture: D & L Parti- 
tions, 39-, 53-, and 68-inch heights, 


Bassick’s new FLO-TORK chair control brings a new simplicity 
of operation, design, adjustment and maintenance to the tilt- 
ing mechanism of office chairs! 


FLO-TORK is simpler than other controls. It’s more sensitive. It’s 
easier to adjust. It eliminates sudden stops at the extremes of tilt- 
ing. It is compact. It permits clean design. It can’t squeak—nylon 
bearings eliminate metal-to-metal contact, end need for lubrication. 
It can fit any chair design. 

Operating on the torsion bar principle—no springs—the FLO-TORK 
control is so sensitive that the chair responds to the slightest move- 
ment of the body. No jarring stops—floats softly and comfortably to 


FLO-TORK also can be adjusted when you’re sitting in the chair. 


Just reach down to the left and turn handle until it is adjusted for 
your individual weight. No crawling under the chair or turning it 


the BASSICK ‘FLO-TORK’ 


> a whole new concept in 


tilt control for office chairs! 


Take a good look at the illustration to appreciate the clean, com- 
pact design. That’s all there is to it. No costly, heavy, awkward 
under-seat assembly. No bulky, unsightly springs. Think of the 
smart new chair designs possible with FLO-TORK. 


Special steel torsion bar and rigid lateral construction enhance 


new chairs you buy. 


Use Readers’ Inquiry Coupon on Page 98 


strength, insure safety. Office managers, look for FLO-TORK on 


9.14 
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copying cos 


Peerle oo a 
QUICK SILVER.. 
ee 
completely 


office = 
photocopy 
process | 


Peerless Photo Products, Inc. 
Shoreham, Long Island, New York 


Gentlemen: 


PEERLESS 
ea 


Please send me more information about QUICK SILVER, 
the completely new office photocopy process which: 


1 — makes single copies at only 5 cents each 

2 — makes an unlimited number of copies from one negative 
3 — makes all copies of equally good quality 

4 — eliminates peel-apart and throw-away sheet 


5 — is available as a combination unit or as a separate 
processor adaptable to your own copying machine 


6 — has no copy limitations 


NAME TITLE__ 
COMPANY 

STREET. 

CITY. ZONE STATE 
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These free-standing partitions of trans- 
lucent fiberglass and reinforced plastic 
provide privacy and flexibility for the 
new offices of Rocketdyne, Inc., a plant 
in Canoga Park, Calif. Their bright and 
modern appearance makes them attrac- 
tive as well as functional. (Picture by 
courtesy of Filon Plastics Corp.) 


panel inserts of glass, in all colors; 
D & L Modular Partitions, individual 
panels for attachment to furniture. 

Filon Plastics Corp., 2051 E. Maple 
Ave., El Segundo, Calif. Free-standing 
partitions: Fiberglass Paneled Office 
Partitions, panels of translucent fiber- 
glass and reinforced plastic. 

GR Products, Inc., 2417 Easter Ave. 
S.E., Grand Rapids, Mich. Complete 
line of free-standing partitions includ- 
ing: Steelex, steel with glass panels; 
Soundex, acoustical panels with spun- 
glass cores; Budgex, wood with glass 
panels; GR Metal Partitions, steel, all 
in a variety of heights, types and 
finishes. Also, GR Richland Movable 
Wall System featuring a choice of five 
different wall surfaces. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown, Ohio. Par- 
titions, panels in four heights, 12 
widths, with steel, glass, acoustical, 
chalkboard, or corkboard inserts. 

General Plywood Corp., Exec-Units 
Division, P. O. Box 1403, Louisville 
1, Ky. Free-standing partitions: Exec- 
Units, modular units that can be re- 
duced in width when necessary to 
meet building conditions, in walnut or 
painted finishes. 

General Steel Products Corp., 131 
Avery Ave., Flushing, N. Y. Free- 
standing partititions: General Steel 
Products Corp. line of movable parti- 
tions. 

Globe-W ernicke Co., Carthage Ave., 
Cincinnati 12, Ohio. Free-standing 


metal partitions, choice of steel a- 


coustical, or glass panels, available in 
four heights and eight widths with 
open or closed bases and provision for 
concealed wiring; posts are equipped 
with non-skid adjustable foot for 
leveling. 
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“Billion Dollar” 
Hndorsements 


Of the 32 American industrial corpora- 
tions enjoying annual sales of one billion 
dollars or more, 27 bought MAC control 
panels and wires during 1958. More than 


95% of their purchases were repeat orders. 


We are deeply proud of these outstand- 
ing endorsements, and pledge ourselves to 
maintain the quality and service which 


earned them. 


If your company can benefit from MAC 
service and quality please contact your 


MAC representative or inquire direct. 


mo any 
High Point North Carolina 
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The E. F. Hauserman Co., 6800 
Grant Ave., Cleveland, Ohio. Parti- 
tions, free-standing and for attach- 
ment: Movable Hauserman Interiors, 
prefabricated partitions, wainscoting, 
and accessories; Divider-Wall, low- 
gloss, eggshell baked enamel finish; 
steel and glass partitions with acousti- 
cal treatment. 

Robert Haws Co., 15722 Telegraph 
Rd., Detroit 39, Mich. Folding Walls: 
Haws Folding Wall, hydraulically seal- 
ed, lightweight panels of honeycomb 
construction with overhead tracks. 

Hough Manufacturing Corporation, 
1029 S. Jackson St., Janesville, Wis. 


Hufcor Laminated Accordion Doors of 
laminated vinyl in all colors; Ra-Tox 
Wood Slat Folding Doors permit air 
flow for more effective heating and air 
conditioning. 

Johns-Manville, 22 E. 40th St., New 
York 16. Free-standing partitions: Im- 
perial, asbestos panels and wall facings; 
Class A, non-combustible core, asbestos- 
faced; Universal, wood core, asbestos- 
faced panels and wall facings. 

Marnay Sales, Div. of Rockaway 
Metal Products Corp. SEE: Rockaway 
Metal Products Corp., Marnay Sales 
Div. 

The Mills Co., 965 Wayside Rd., 


These tested office space arrangements 


raise efficiency and reduce 
costs of office work... 


Higher work output . 
effort . . . reduction of absenteeism . 
and team spirit . . 


. . big savings in time, money, and 
. . improved morale 
even boosted sales . . . these are the 
proved results of the tested methods given you in this book. 

It shows you how to locate, build, remodel, furnish, 
arrange, and maintain office space—with information ranging 
from selecting the right site to polishing the cafeteria tiles; % 
from moving a plant to refinishing old desks; from erecting & 
a prestige “landmark” building to lighting a one-man office. 


SELECTING, PLANNING, and MANAGING 


OFFICE SPACE 


Buy, build, or rent? How much space? Which 
office layout? What floor coverings? What lighting 
fixtures? How to move without disrupting work 


By BERYL ROBICHAUD 


Assistant Vice-President 
McGraw-Hill Publishing Co. 


376 pages, 6 x 9, 176 photographs 
and drawings, $8.50 


flow? These are among the hundreds of questions ‘ 
answered clearly and practically in this all-inclusive Cheek the full coverage in 
guide to office space arrangement. It is based on these 12 chapters: 


the actual experience of many companies, plus 


I: Selection of Location and Building for 


important scientific findings uncovered by new re- the Office. 1. Regional and Local. 2. Build 


search into these problems. 


Solves staff problems 


to Specification? Remodel? Own or Rent? 
3. Building New Office Space. 4. Leasing 
Office Space. II: Determining Space Re- 


For office managers—this book gives simple pro- quirements and Planning the Office In- 


cedures of office arrangement and furnishing to 


terior. 5. How Much Office Space Is Re- 
quired? 6. Planning the Office Interior and 


solve the problems of “rank” and “prestige” among Its Environment. 7. Planning and Prepar- 
all levels of executives and clerical workers. It gives im the Office Layout. 1/1: Furnishing and 


you clear-cut directions for organizing your staff, 


Decorating the Office. 8. General Office 
Area. 9. Private Offices and Special Facil- 


and for detailed scheduling of its work. It provides ities. 17: Management of Office Space. 10. 
the ammunition you need to sell top management Office Moves. 11. Maintaining Premises 


on better office space and maintenance. 


and Furnishings. 12. Organizing the Space 
Planning and Management Function. 


10 DAYS FREE EXAMINATION 


66 


‘ 1 
; McGraw-Hill Book Company, Inc. Dept. OF-5 . 1 
327 West 41st Street, N.Y.C. (36 
= ager : 
g Send me Robichaud’s Selecting, Planning, and Managing Office Space for 10 days’ examination § 
gon approval. In 10 days I will remit $8.50 plus few cents delivery costs or return book post- & 
5 paid. (We pay delivery costs if you remit with this coupon—-same return privilege.) ' 
(Print) ; 
: NAME c 
§ ADDRESS : 
: as a 
: ZONE STATE a 4 
§ COMPANY _ : 
FOSITION___ oF-s ft 
1 For prices outside U. S., write McGraw-Hill Int’l., N.Y. ! 
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Cleveland 10, Ohio. Free-standing par- 
titions: Mainliner, baked enamel finish 
in six colors. 

National Gypsum Co., Gold Bond 
Bldg., 325 Delaware Ave., Buffalo, 
N. Y. Partitions: Gold Bond Asbestone 
Panels, to be used as either interior 
movable partitions or “floating” out- 
side-inside walls, four thicknesses in 
standard sizes with high sound absorp- 
tion factor. 

New Castle Products, Inc., New 
Castle, Ind. Folding doors: Modern- 
fold, available in all wood with grain 
veneers, fabric-covered steel frames, 
and wood-grain effects on hardboard. 

Panel Structures, Inc., East Orange, 
N. J. Partitions: Sanpan, translucent 
panels assembled from fiberglass-rein- 
forced polyester skins bonded to heavy- 
extruded aluminum frames and inter- 
nal grids. 

Richards-Wilcox Mfg. Co., Aurora, 
lil. Folding Walls: Richards-Wilcox 
“Folder-Way” Folding Partitions are 
movable by use of overhead track or 
floor supported style operation of hard- 
ware. Partitions have a variety of fac- 
ing materials and finishes: vinyl, alu- 
minum, wood, duck, and chalk & cork 
boards. 

Sorkin Enterprises, Inc., 11 Broad- 
way, New York 4, Partitions for attach- 
ment to furniture: Finlandia Contem- 
porary, flexible room dividers, modular 
furniture and wall units. 

Steel Partitions, Inc., P.O. Box 807, 
Jamestown, N. Y. Free-standing par- 
titions: Type JFN, 3-inch wall-type; 
Type JL, 2-inch thick flush wall-type; 
Type E, panel type for office or indus- 
trial use; Type SC, smoke screen for 
corridors and stairwells; Type JFF, 
33@-inch thick fire-rated partitions. 

Unistrut Products Co., 1013 W. 
Washington Blvd., Chicago 7. Free- 
standing partitions: ColorLine, flexible 
and re-usable partitions in a variety of 
designs, colors, and panel materials. 

United States Gypsum Co., 300 W. 
Adams St., Chicago 6. Free-standing 
partitions: E-Z Wall line of movable 
partitions. 

United States Plywood Corp., 55 W. 
44th Street, New York 36. Free-stand- 
ing partitions: Weldwood Movable 
Partitions, in finishes of hardwood, 
plastic, vinyl, or cloth. Panel units are 
acoustical, fire-resistant, up to 6-feet 
wide, and contain accessible concealed 
wiring. 

Virginia Metal Products, Inc., 
Orange, Va. Free-standing partitions: 
VMP Mobilwall movable metal parti- 
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Du Pont “Fabrilite”*vinyl upholstery gives office furniture 


an impressive, up-to-date look. That’s why it’s fast be- 
coming first choice with important businessmen every- 
Where! Modern-living ‘“Fabrilite’’ resists stains, scuff 


BETTER THINGS FOR BETTER LIVING, 


*Fabrilite? is Du Pont’s reaistered trademark 
Jor its elastic vinyl upholstery. 


marks...sponges clean. It actually pays for itself in long, 
beautiful wear. Look into “Fabrilite’” today. See the wide 
color choice in leathery surfaces, in iridescent finishes, in 


opulent tooled designs. Best investment you can make! 


swoon seo QU PNY 


sii py ; See aa 2 i 2 i ee) ae ee i) ak Sea oe lll ek 
eer aad po See a a ae tee 7 vita ' PT; sie Se | ae hi Ta a? ' all Stn et 
F ° “2 : . 4 
‘ @ a 
ar- : a 
1 h ae * . wv io “3 » é 
S : P i yf? me ’ ae 
; TF — . 
ni ny oe l)lLlel CO ; 
La eee oe = . a 
ilo, j re % a, j oe  — me 4 te mS J ay 3 — <a oF . ISS “ ; a. 
ne ee oe paw § i _—_ =, Gs - 5 wii Keke =" f 
ior =! mn 3 ease’ op Me ayy a r 2 eee 4 
ut- f as ae hy poe | a : Be 3 | F a 3 
in ‘ . : a ees we 
; ae... Sa — - oe f : 
[p- : a] =. i Cet en a4 a ee + 
’ badd See ai, ite, Sh. fo os —_—— vm 
aad 2 a 2 , eae y ce eM 4 ih ey ae eg —_ Jaa % Syl ‘es ~ co 
-_ Be ae Be are Og. Bee en i : Bee i ee 
rm eo Meee SF eet) ea é = 
ain pea ne he ee ea Pee re ee Wie ee a. 
1es, All office furniture shown from Globe-Wernicke. a 
“i 
d. = 
ge, " q 
ent Ny 
in- I a / Oe 
yf Wyn se ® rs 
ve 7 
e vE RY 2 
rd, : b ot S T + ae 
: U POUT ennen 4 
“OX > vvt 7 ™ ‘= 
oul | 
a ul 
© © .S — 
B< - a 
lu- eX ia _— f 
é 4 
otk ru —> : : 
v ‘ou << yer F | 
od- \ é _ 4 ? 3 
ch- ys 3 j * 
“a |: pg Oe Fi ee. 
lar PY eg ee 2 ' ie he Fs P" 
a a lal i Sas & ae am Fe BS * "ng 
en a is ey ee OA ee, * P 
ar- m ane : >. ‘ aby br "eae 4} 1 x me Pa _ 
De; pee os om Se? Z il 

? See ee  £ sae aN ee ? ¢ r 
pe; -— i OO ge # 
for , —— by ie ' = " 

j » iit " £ ar oF: ‘ J - ‘ 
VW ae | . is Va r a . 

° 7 —_ . \ Bae f nl i: 
oll Me As Lg iS 
dle Sea ae oe P * 
of Saree > 

i at * } Ye al 
y. ie ae | 
ng Ze Ps 
le a RE 3 
. . ~~. ad 
V. —s P. " 4 
> « 
“<4 v | . id 
dle @ f a 
>, N py 
ure fos 
et we 
ed ee , 
gs 
| & 
Cus q 
“ ee X 
ti- : 
eererrr—“ti‘CSOSCSCSCSCSCSCSCSCSs‘(isSSRN ey: 
ai eee : | A :. Ce tly af i ’ aS Su i my — 
oe, a ae * 22 LI Rae AS — 


ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A B c D 


hh gna yg YES NO NO YES NO 


one-step operation. 
SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 


if motor is ON or OFF 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


=< CES: «OO ONO VES WS 


indicates bottom margin. 


“== ~~ YES wo YES NO YES 


no extra charge. 


er eer cieaed tat YES NO NO NO NO 


natural movements _* fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO YES NO NO 


with no “scuffing” action. 
SAFETY COVER 
Motor shuts off when cover YES NO NO YES YES 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO NO 


tips at end of each stroke. 


THE WORLD’S FASTEST 
ELECTRIC TYPEWRITER 


YOU BE THE JUD 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith-Corona 
with any other machine on the market today. You'll see why the 
Smith-Corona is not just equal, but saperior to every other brand! 
sefore you buy an electric typewriter, call your Smith-Corona 
representative for a demonstration of the many exclusive features 
that make Smith-Corona today’s most advanced electric typewriter! 


Smith-Corona Electric 


Use Readers’ Inquiry Coupon on Page 98 
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tions, all-steel, steel and glass, screen 
and rail, junior office dividers, lab-wall, 
firewall, full selection of accessories, 
and wainscot. 

White Partitions, Inc., Box 48, Bos- 
ton 37, Mass. Free-standing partitions: 
V.LP. Panels with laminated surfac- 
ing in all colors; White Unit-Panel 
Partitions, flush partitions with con- 
cealed fastenings and built-in wire 
chase. 

Yawman & Erbe Mfg. Co., P.O. Box 
880, Rochester 3, N. Y. Free-standing 
partitions: Y & E Steel Partitions, 2%6- 
inch thick flush panels and posts, 42, 
54, 66 inches high, in 12 different 
lengths and different insert materials. 
Partitions for attachment to furniture: 
Y & E Steel Partitions, for attachment 
of desk tops directly to partitions, 
which eliminates the necessity for hav- 
ing end panels. 

Rockaway Metal Products Corp., 
Marnay Sales Div.. 1270 Broadway, 
New York 3. Partitions, free-standing 
and for attachment to furniture: Par- 
titioner, movable steel partition with 
glass or other type panels, available in 
four heights and decorator colors. A 
new group of Partitioner colors have 
recently been developed for Marnay- 
Rockaway which are said to emphasize 
office color-harmony. Also, Desk Par- 
titioner, an “L” shaped unit of steel, 
with plastic, frosted, and fluted insert- 
panels, which attaches to desk by 
means of “Rockaway Clamps”. 

Hemisphere Steel Products Corp., 
263 Kent Ave. Brooklyn 11, N. Y. 
Free-standing partitions: Port-a-wall 
Office Partitions, steel construction 
with insulation and double wall, avail- 
able in five heights and six colors, 
built-in post leveler; Scot-Walls Office 
Partitions, steel construction with 
double wall, available in two heights 
and three colors with choice of glass or 
baked enamel finish, partitions are 
portable and contain built-in post 
leveler. 

Peerless Steel Equipment Co., 6600 
Hasbrook Ave., Philadelphia 11, Pa. 


Free-standing partitions: Peerless Key- 
stone, all-aluminum trim with metal | 


enamel finish. Available in wide range 
of decorator colors. 


Overhead Lighting Equipment 


Benjamin Electric Mfg. Co., Subsidi- 
ary of Thomas Industries Inc., Des 
Plaines, Ill. Fluorescent fixtures: Cata- 
lina, one-piece plastic lens basket; 
Multi-Vent Trofferlite, combines light- 
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Mailing 
mistakes 
cost more! 


With postal rates now up 33% 
per cent, you can’t afford an 
inaccurate mail scale. If the scale 
overweighs—at 4¢ a letter—it can 
lose you a lot of money in a year. 
If it underweighs, and your mail 
arrives “Postage Due,” the 
recipient must pay the extra 
postage—and you lose in company 
reputation and good will. 

Get a Pitney-Bowes mailing 
scale that’s dependable, saves 


postage, avoids embarrassment. 


= PITNEY-BOWES 
Mailing 
= Scales 


PitNEY-BoweEs, INC., 

2976 Walnut St., Stamford, Conn. 
Originator of the postage meter...offices 
in 121 cities in U. S. and Canada. 


Every PB scale is precision built, 
to stay accurate. It acts fast, gives 
you exact register. Chart markings 
are widely spaced, never leave you 
in doubt. Figures are large and easy 
to read. Weighing mail is faster and 
easier. 

There are PB scale models for 
every office, large or small, including 
a parcel post scale of 70 Ib. capacity. 
Ask the nearest Pitney-Bowes office 
for a demonstration, or send coupon 
for free illustrated booklet. 


FREE: Handy desk or wall chart of 
latest Postal Rates, with parcel post map 
and zone finder. 


Pe oe oe ow ow ow ew ew ewes es Ss 


PITNEY-BOWEsS, INC. 
2976 Walnut Street 
Stamford, Conn. 


Send free booklet DF rate chart 0 


Name 


Address 
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No matter who you are... 
vy 
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_— a 
er 


< 
Look in the Yellow Pages 
under ‘Linen Supply” 
or “Towel Supply’ 


————S 


Note: Noinvestment, no maintenance, 
no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL. 
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ing and air conditioning in one fixture, 
B-2 Series, plastic-enclosed unit. In- 
candescent fixtures: Turnlox, two-piece 
bayonet locking construction; Socket- 
Reflector, “X”-type-fitting construc- 
tion; 1800 Series, two-piece snap-in 
type construction. Luminous ceilings— 
translucent: Panel-Glo Safari, star 
pattern; Panel-Glo, corrugated pattern, 
Luminous Ceilings—“egg-crate”: Sky- 
Glo, Louver vanes chemically welded 


at all joints. Reinforcing vane runs en- — 
tire length of each vane, can be inter- | 


changed with “Panel-Glo” panels. 

Corning Glass W orks, Corning, N.Y. 
Fluorescent fixtures: Extensive line of 
glassware to be used in this type of 
fixture: Alba-Lite; Fota-Lite; crystal; 
and Crystopal glasses. Incandescent fix- 
tures: Complete line of pressed lenses 
to be used in this type of fixture. 

Daybrite Lighting, Inc., 6260 N. 
Broadway, St. Louis 15, Mo. Fluores- 
cent fixtures: Mobilex, two feet wide, 
recessed, shallow profile, large selec- 
tion of enclosures; Paraflo Troffer, 
lighting combined with diffusion of 
either warm or cool air. Incandescent 
lighting: Uni-Frame. 

The Electron Corp., P.O. Box 208, 
Littleton, Colo. Fluorescent fixtures: 
Electron Stratolite, two-light and four- 
and eight-foot shallow unit, louvered 
with plastic bottoms. 

General Electric Co., Nela Park, 
Cleveland 12, Ohio. Complete line of 
fluorescent fixtures including Floating 
Panel Luminaires. 

Edwin F. Guth Co., 2615 Washing- 
ton Blud., St. Louis 3, Mo. Fluorescent 
fixtures: Guthlite, Slimlux, Futurliter, 
Peerlite, Slimfin, New Guthlite, Jr. 
Incandescent fixtures: Brascolite In- 
candescents, Luminous ceilings—trans- 
lucent and “egg crate”: Gratelite Lou- 
ver-Diffuser; Prismoid Gratelite Lou- 
ver-Lens. 

Holophane Co., Inc., 342 Madison 


Ave., New York 17. Fluorescent fix- | 


tures: Holoflux and Realite, totally 
enclosed prismatic lighting equipment, 
surface-attached and recessed lumin- 


aires. Incandescent fixtures: Paradome, | 
built-in and surface-attached. Luminous | 
ceiling panels: Prismalume. Also, new — 
recessed Holoflux series No. 6400, re- | 


cessed luminaires designed for all types 
of ceilings. 


Lightolier, Inc., Jersey City 5, N. J. 


Fluorescent fixtures: Strialux, recessed 
modular fluorescent lighting, evenly 
diffused illumination fitting almost all 
new ceiling constructions; frameless 


diffuser allows light to fill entire ceil- | 
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ROBERT A. GOCKEL, Controller 
of Industrial Tectonics, 
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INDUSTRIAL TECTONICS, 
Inc. inc., Ann Arbor, Michigan. 


PRECISION BALLS 
AND BEARINGS pro- 
duced by this com- 
pany are used by 
many industries. 


A NATIONAL SYSTEM modernized the account- 
ing department of this growing concern. 


“Our C@alional System 
saves us 14,500 a year... 


pays for itself every 6 months.”’_ industrial Tectonics, Inc., Ann Arbor, Michigan 


“The rapid expansion of our busi- 
ness demanded a full-scale improve- 
ment of our accounting procedures,” 
writes Robert A. Gockel, Controller 
of Industrial Tectonics, Inc. “Our 
National System gave us many ad- 
vantages and benefits, yet cut oper- 
ating costs. 

“Our National Class 31 Account- 
ing Machine offers amazing flexi- 
bility and accuracy. We now have 
detailed reports on all departments, 
and thus greater production control. 


Our sales and operation records are 
more up-to-date and accurate. And 
our National’s speed has eliminated 
overtime. 

“We’re convinced that our Na- 
tional System is the best accounting 
system available. Records show it 
saves us $14,500 a year... pays for 
itself every 6 months.” 


Oebot OAL 


Controller of 
Industrial Tectonics, Inc. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES ¢ 75 YEARS OF HELPING BUSINESS SAVE MONEY 


MAY 1959 
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Your business, too, can benefit from 
the time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly 


through savings, then vaee 
continue to return a + CValtonal 
regular yearly profit. 7A oo 
National’s world-wide ted 
service organization YEARS 
will protect this profit. 1958 


*TRADE MARK REG. U.S. PAT. OFF. 


MWational 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
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Makes 
accurate copies 
in 4 seconds! 


the all-electric, 
all-dry way ! 


Only“Thermo-Fax' Copying Machines do so many 
Jobs...so quickly, so easily, for such low cost ! 


Looking for the efficient way to speed work flow in your office or plant? Call 
on ““Thermo-Fax”’ Copying Machines. Copy a business paper in just 4 seconds— 
by the only completely electric, completely dry, completely clean copying process. 

And these versatile machines do far more than speed communications. 
They’re used, too, as low-cost billing machines, 
accounting machines, addressing machines, la- 
beling machines. In many other systems as well 
you'll find ‘““Thermo-Fax’’ Copying Machines 
the most valuable office machines working for 
you. Call your local dealer, or mail the coupon. 


»- WHERE RESEARCH IS THE KEY TO TOMORROW 


MINNESOTA MINING AND MANUFACTURING COMPANY 


Therma Dept. KN-59, St. Paul 6, Minnesota 


COPYING PRODUCTS Name__ 


3M) Company 
“e 


THE TERM “THERMO-FAX™ IS A Address_ 

REGISTERED TRADEMARK OF 

MINNESOTA MINING AND L 

MANUFACTURING COMPANY City. Zone __State 


eeeeeeeere eee eee nmeeeeesteeeseseeseeeeseeesesesese eee eee eee eee eee eens 


+++ ]Yfimnesota (ffinine ano ]fanuracturinc company... 


ing opening. Incandescent fixtures: 
Portfolio, decorative lighting with fiber- 
glass shade and pleated viny! plastic 
diffuser. 

Luminous Ceilings, Inc., 2500 W, 
North Ave. Chicago 47. Luminous 
ceilings — translucent:  Acusti-Lumi- 
nus Ceilings; Corru-Luminus Ceilings; 
Modu-Luminus Ceilings; Magna- 
Luminus Ceilings; Plexi-Modu-Lumi- 
nus Ceilings; Acri-Luminus Ceilings; 
Prisma-Luminus Ceilings; Integrated 
Ceilings; Electric-Luminus Ceilings. 
Luminous ceilings — “egg-crate”: Leaf- 
Lite Ceilings; Luvr-Luminus Ceilings; 
Plasti-Luvr Ceilings. 

The Miller Co., 99 Center Street, 
Meriden, Conn. Fluorescent fixtures: 
Sabre; Decor-A-Lite; Richmond. 

Owens-Corning Fiberglas Corp., To- 
ledo 1, Ohio. Fluorescent fixtures: fiber- 
glass Polarizing Light Panel, plastic re- 
inforced with fiberglass flake for low- 
glare diffused light. 

Pyle-National Co., 1334 N. Kostner 
Ave., Chicago 51. Multi-Vent Troffer, 


| fixture which combines lighting and 


air diffusion. 

Pittsburgh Reflector Co., Oliver 
Bldg., Pittsburgh 22, Pa. Fluorescent 
fixtures: Presidential Series; Universal; 
Shallowline; complete line of commer- 
cial lighting equipment. Incandescent 
fixtures: Permaflector and Easy-To- 
Install; silver-mirrored glass reflectors 
in a complete line of downlighting 
equipment. Luminous ceilings — trans- 
lucent: Luma-Ceiling, easy installation 
features removal of plastic from below 
for simplified cleaning. 

Silvray Lighting, Inc.. 100 W. Main 
St., Bound Brook, N. J. Fluorescent 
fixtures: 1LC—Indirect Luminous Ceil- 
ing, designed for high output and 


| power groove lamps. Incandescent fix- 
tures: Skylike, silvered bowl indirect 


lighting system. Luminous ceilings — 
translucent: Color-ceil, designed for 


_ high output and power groove lamps. 


Solar Light Manufacturing Co., 400 


N. Ashland Avenue. Chicago 22. Line | 
of fluorescent and incandescent fix- 


tures. 
Swing-O-Lite. 13 Moonachie Road, 
Hackensack, N. J. Fluorescent fixtures: 


| Swing-O-Lite, model 604 C Swing 


Arm Desk Lamp. Incandescent fix- 
tures: Swing-O-Lite, SS 45 Robot 
Lamp with various mountings. 
Sylvania Electric Products, Inc., Fix- 
ture Division, Wheeling, W. Va. Fluo- 
rescent fixtures: Sylvania, broad line of 
surface, recessed, and suspended units 
—Classic; Trimline; Tartan; Scott; 
Mohawk: and Seneca. Luminous ceil- 
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PUZZLED or POSITIVE 


about decimal points? 


Positive —always—with the Marchant 
Deci- Magic...world’s only calculator 
with completely automatic decimals! 


Touch one key just once on this amazing calculator, and 
you’ve set all your decimals—for the problem and for the 
answer! 

Then, just “write” your figures in the keyboard as you 
would on paper. Deci+ Magic does the rest . . . all of it! 
You get your answer with the decimal point in the right 
place . . . automatically! 

You can be confident of your own accuracy, too. With the 
Marchant Deci+ Magic, you have a visible dial check on all 
entries throughout the calculation. 

For any calculator user, the Deci+Magic’s doubt-free 
decimal accuracy means greater sureness and ease than 
ever before. 

The simplicity of the Deci + Magic must be seen to be ap- 
preciated. For a demonstration on your own figurework, 
just phone your nearest Marchant office. Or, for detailed 
information, send the coupon. 


Modern Management Counts on Marchant 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


MAY 1959 


4 
You touch one key one time to set all your 
decimals automatically...that’s Deci+ Magic! 


MARCHANT CALCULATORS © OAKLAND 8, CALIF. 
Please send more information on the amazing sim- 
plicity and completely automatic decimals of the 
Deci+ Magic calculator. E-5 


NAME 


PLEASE ATTACH COUPON TO YOUR BUSINESS LETTERHEAD 
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HE’S DEMONSTRATING 


PLASTISOL — 


THE NEW ALL-PURPOSE CARBON PAPER 


One weight, one finish! Plastisol handles every typ- 
ing requirement with every typewriter. 


Outperforms them all! Plastisol delivers clean, per- 
manent copies with the uniformity you’ve always 
wanted. 

See it in action! Plastisol carbon paper will be dem- 
onstrated without obligation in your office. Write 
or phone for an authorized Columbia representative 
to call. 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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ings —translucent: Sylva-Lume, fea- 
turing plastic panels in a variety of 
forms, depths, and colors; Sylvan-Aire, 
featuring rows of corrugated plastic 
with optional sound conditioning. 

Unistrut Products Company, 933 
West Washington Boulevard, Chicago 
7. Luminous ceilings — translucent: 
Package units complete with fixtures, 
aluminum extrusions, plastic pans, or 
corrugated plastic rolls. 

The Wakefield Co., 731 S. Water 
St., Vermilion, Ohio. Fluorescent fix- 
tures: Beta; Omega; Pacemaker; Gren- 
adier; Troffers— all surface mounted, 
recessed, or pendant types with modu- 
lar sizes of 4- and 8-foot lengths for 
continuous runs. Incandescent fixtures: 
Commodore, pendant type with swivel 
base. Luminous ceilings — translucent: 
Wakefield Ceiling, wall-to-wall ceiling, 
selection of diffusers for style, pattern, 
texture and sizes. Also, the Wakefield 
Twenty, pre-assembled luminous ceil- 
ing unit in five different sizes with 
variety of diffusers. Units can be butted 
together for complete luminous area. 

Westinghouse Electric Corporation, 
Lighting Division, 1216 West 58th 
St., Cleveland, Ohio. Fluorescent fix- 
tures: LC (Carousel) Fluorescent, lu- 
minaires available in different colors; 
Enlightner, for surface or suspension 
mounting, prismatic plastic shielding 
diffuses light; Surfliner, variety of 


ee 


shieldings affording recessed appear- 


ance; Westinghouse Mainliner. 

M. G. Wheeler Co., Inc., Greenwich, 
Conn. Sight-Light line of lighting fix- 
tures: De Luxe Swivel Arm, Standard 


Swivel Arm; Executive Swivel Arm— | 


all in a variety of types and colors. 


Floor Coverings 


Ace Lite-Step Co., Inc., 1708 S. State 


St., Chicago 16. Tiles: Ace Lite-Step | 


Anti-Fatigue Mattings, sponge base 
rubber mattings. Roll-type materials: 
Ace Lite-Step rubber runners in seven 
types and 57 color patterns. Special 
compositions: Koralite Lite-Step, oil- 


resistant Anti-Fatigue Matting with | 
vinyl sponge base and vinyl corru- | 
gated top. Carpeting: Carpet Tread | 


Lite-Step, rubber Anti-Fatigue matting 
in 10 colors with sponge base and car- 
pet pattern. Special Products: Bevel 
edging, available on complete line of 
Ace Lite-Step Anti-Fatigue Mattings. 

Aldon Rug Mills, Inc., 10 W. 33rd 
St., New York 1. Carpeting: Bywood 
and Cavalier, 100 per cent nylon with 
“Curon” laminated rug cushion back- 
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CONTROL AT CLEVELAND TRUST 


, +3 i : ‘ . 
we 4? hg ee 
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J. ROSS ROTHAERMEL, Auditor, The Cleveland Trust Co. 


An automated collection system has given The 
Cleveland Trust Company centralized control over 
40,000 monthly real estate loan payments made in 
69 different offices. Machine control of accounting 
functions makes the exact cash position of the de- 
partment known daily: in the past, payments were 
held in escrow and balanced only four times a year. 
Human error has been cut to a minimum. Hand 
copying is eliminated. Work time has been short- 
ened by days, and eperating costs cut. 


Automatic printing of data from punched cards 
on specially designed forms is basic to the system. 
Electric accounting machines compute interest at 
varying rates, collate names and addresses with 
the payment due and print complete and accurate 
statements, ready for mailing. They also isolate 
cards representing delinquent accounts for special 
handling. As payments are received, the same 
machines are used to compare total receipts with 
total expected returns, and to punch new balance 
cards, ready for the next monthly cycle. 


“The Moore man was instrumental in design- 
ing this system,” reports Mr. J. Ross Rothaermel, 
Auditor of the bank, “‘not to mention the form 


Build control with 


MOORE 


“Moore forms helped 


get our collection 


system into high gear” 


that lets it work.’’ The form is a 2-part Moore 
Speediflo—the bank’s control in print. 


The Moore man has designed over 200 forms 
for Cleveland Trust. If you’d like a more detailed 
description of the systems that use these forms, 
write the Moore office nearest you. No obligation. 
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Moore Business Forms, Inc., Niagara Falls, N.Y.; 
Denton, Texas; Emeryville, Calif. Over 300 offices 
and factories throughout the U. S., Canada. Mexico, 
Cuba, Caribbean and Central America. 


USINESS FORMS 
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232 DIFFERENT WAYS 
TO AUTOMATE 
YOUR RECORD HANDLING 


An increasingly important cost factor in every office is the cost of record- 
handling. The problem is compounded by the fact that as administrative, sales, 
accounting and marketing procedures become more comprehensive, the need 
for complete records becomes all the more imperative. Yet record volume all 
too often means less record-handling speed and higher record-handling costs. 
This is a problem that goes beyond the efficiency ratings of office personnel for 
the same reasons that the typewriter has replaced the quill pen: there are physical 
limitations to how much of a given kind of work the human body can do over 
a given period of time. 


The Answer Is Mechanization 


When Diebold, Incorporated began analyzing this problem the company 
determined the logical solution to be in mechanization of the record-handling 
procedure. It was from this base that Diebold, Incorporated pioneered in the 
development of mechanized files more than 25 years ago. Since then, Diebold 
has so refined the mechanizaiton of record-handling that today, Diebold 
Mechanized Files are used by more businesses than any other kind. 


Models for 2,500 to 5,000,000 Records 


The benefits of Diebold Mechanized Files are not confined only to businesses 
with hundreds of thousands of records: Diebold offers mechanized files in 232 
different models that range in capacity from 2,500 to 5,000,000 records. Thus 
can the user with comparatively few records enjoy the same cost-cutting, time- 
saving advantages of mechanized record-handling as firms with far larger 
requirements. And because of the wide range of models, virtually every kind 
of record-handling problem meets its match in a Diebold Mechanized File. 


What You Can Expect 


Here are a few of the benefits a Diebold Mechanized File will bring to your 
record-handling operation. SPEED—Diebold Mechanized Files bring the required 
record within fingertip reach in three seconds. PERSONNEL PRODUCTIVITY 
—electricity does the hard work, does it quickly, safely and silently. Your people 
do more work and do it better, because the work is easier to do. CONVENI- 
ENCE—operator sits naturally, facing the work, with a Diebold Mechanized File. 
There’s no awkward side-saddle work position to get used to. QUALITY— 
Diebold Mechanized Files are made by the same craftsmen who make world- 
famous Diebold bank vaults and other highly-precise protection equipment. 
Diebold Mechanized Files are built to the same high standard of excellence. 


Case Histories Related to Your Business 
You can get a detailed idea without obligation of the ways Diebold Mechanized 
Files can help you slash record-handling costs simply from on-the-job studies 
of how these files are helping other businesses. Simply use coupon below or 
call your nearest Diebold representative. He’s listed in the Yellow Pages of 
your phonebook. Do it today ... the longer you use obsolete record-handling 
procedures, the more they’re costing you! 


DIEBOLD 


INCORPORATE O 


Cobebrating !0O Lfoars. of Leadership 


DIEBOLD, Incorporated Dept. OE-131 

Canton 2, Ohio 

Gentlemen: Please send me Diebold Mechanized File Case Studies pertinent to 
my field which is 


Name 


Firm 
Address 
| City. Zone. State 


DIO-655 


ing in 14 colors; Rhapsody, 70 per 
cent wool, 30 per cent nylon, in tight 
loop pile — available in 14 colors. 

American Biltrite Rubber Co., Inc., 
Foot of Perrine Avenue., Trenton 2, 
N. J. Tiles: Amtico, homogeneous 
vinyl; Amtico, homogeneous rubber. 
Carpeting: Amtico Rubber Carpeting; 
Amtico Vinyl Carpeting. 

Armstrong Cork Co., Lancaster, Pa, 
Tiles: Custom Corlon vinyl tile, one 
inch to three inches wide, vinyl plas- 
tic tiles, available in all colors; Metallic 
Series in Excelon Tile, vinyl-asbestos 
tiles with metallic accents, available in 
four colors and straight-grain effect; 
tiles of linoleum, asphalt, cork, and 
rubber, all in a variety of sizes, types 
and colors. Roll-type materials: Vinyl 
corlon and linoleum. Special composi- 
tions: Cushion-Eze Underlayment, 
backing material; and adhesives. 

Azrock Floor Products, Div. of 
Uvalde Rock Asphalt Co. SEE: Uvalde 
Rock Asphalt Co., Azrock Floor Prod- 
ucts Div. 

Bird & Son, Inc., East Walpole, 
Mass. Bird Super Vinyl Floor Cover- 
ings and Bird Linoleum & Tiles, pro- 
duced in rotogravure-printed vinyl sur- 
faces and textured and metallic insert 
patterns. Also, Bird Rubberlike Run- 
ner. 

Bonafide Mills, Inc., 295 Fifth Ave., 
New York 16. Tiles: Renoir, Dura- 
Life, and Bonny Maid lines include: 
solid vinyl, vinyl-asbestos, and vinyl- 
plastic metallic tiles. Also, metallic 
rolls. 

Congoleum-Nairn, Inc., Gold Seal 
Div., 195 Belgrove Drive, Kearny, 
N. J. Tiles: Nairon Custom Vinyl Tile, 
pure vinyl in four designs; Vinylbest 
Tile, vinyl and asbestos tile; Rubber 
Tile; and Cork Tile. Roll-type ma- 
terials: Inlaid Linoleum “Sequin”; In- 
laid Linoleum “Veltone.” Special Com- 
positions: Static Conductive Linoleum 
and Bulletin Board Cork. 

Crown Rubber Company, 1615 
Croghan St., Fremont, Ohio. Roll-type 
materials: Foamstep, vinyl wear sur- 
face with foam rubber-backed runner, 
Corrugated Matting, ribbed rubber run- 
ner. Carpeting: Candycote, cotton 
topped, foam rubber-based carpet used 
first as carpet and later as padding for 
conventional carpet. 

Duraloom Carpet Mills Inc., 38 E. 
75th Street, New York 21. Carpeting: 
Astra, Astra Tweed, Daribe, and 
Homespun; all 100 per cent wool, pet- 
manently mothproofed, broadloom 
woven of hardtwist uncut loops for 
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THE GLIDDEN COMPANY saves 100% of its machine 
cost yearly with Burroughs Accounting Machines 


Maker of a long line of fine products 
ranging from quality paints and indus- 
trial chemicals to Durkee Famous 
Foods, The Glidden Company assigns 
many key accounting jobs to its 
Burroughs Sensimatic Accounting 
Machines. 


In the various divisions, the machines 
handle receivables, payables and pay- 
roll. At headquarters, one installation 
alone handles salaried payrolls, fac- 
tory payrolls, and all government 


MAY 1959 


Burroughs 


reports, as well as the preparation 
of complete payroll control figures for 
all branches and subsidiaries 


The Glidden Company people report 
“Burroughs Accounting Machines 
paid for themselves within a year, on 
this application alone.” 


Yes, you can throw any tough ac- 
counting job, or any number of them, 
at a Burroughs Accounting Machine. 
It has the built-in speed, the versa- 
tility and automation to produce fig- 


Use Readers’ Inquiry Coupon on Page 98 


ure-facts—and savings—on the double. 


Whether your own accounting prob- 
lem calls for a little help or a lot, 
Burroughs has the data processing 
equipment—ranging from advanced ac- 
counting machines to giant electronic 
computer systems—to bring you re- 
sults fast. 


Call our nearby branch today and 
talk things over. Or write to 
Burroughs Corporation, Burroughs 
Division, Detroit 32, Michigan. 


Burroughs and Sensimatic—T M's 


Burroughs Corporation 
“NEW DIMENSIONS /| in electronics and data processing systems” 
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durability, available in various colors. 

Fibreboard Paper Products Corp., 
Pabco Floor Covering Div., 475 
Brannan St., San Francisco 19. Tiles: 
Pabco 5 Star Concert Tile, linoleum 
tile in 'g-inch gauge; Pabco Mastipave 
Tiles. Roll-type materials: Pabco 5 Star 
Concert Linoleum; Pabco Mastipave. 
Special compositions: Pabco Grip-Dek, 
liquid mastic. 

The Flintkote Co., The Tile-Tex 
Division, 1232 McKinley Ave., Chi- 
cago Heights, Ill. Tiles: Tile-Tex, as- 
phalt floor tiles; Flexachrome, vinyl- 
asbestos floor tiles; Tile-Tex, rubber 
floor tiles; Tile-Tex, flexible vinyl floor 
tiles. 

Floating Floors, Inc., 22 E. 42nd St., 
New York 17. Floating Floor, raised 
floor consisting of self-locking floor 


Easy to Clean 


Gleams when cleaned 


i eee 


ewe 


Lees “Pomerantz” carpeting of beige 
with brown and tan acorns enhances re- 
ception room of the Pennsylvania Mutual 
Insurance Co., in Philadelphia. 


plates which rest on pedestals standing 
freely on the subfloor, supports heavy 
weights and provides access to beneath- 
the-floor cables, ductwork, or piping. 
Individual floor plates can be lifted out 


MASO “Executive” CHAIR MAT 
Modern! Beautiful! Efficient! 


with damp cloth. Resists 
alcohol, cigarette burns, 
etc. 


Sy 
— — 


t 


Extra Thick 
Heavy lamination of 
wood-grain plastic over 


surface. Not slippery. 
Chip resistant. 
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Protects expensive floor covering and looks superb. This lustrous wood- 
grain plastic chair mat adds to the efficiency of existing desk space, 
allowing smooth chair mobility. Adds protective beauty, economically. 
Rich wood-grain plastic, laminated to extra-thick Presdwood, retains luster 
and wears like iron. Choose NOW from four authentic woodgrain patterns 
in decorative colors to blend with any office decor: Walnut, Desert Tan, 
Mist Green, Driftwood Gray. This outstanding value is surprisingly low in cost. 


meeeaSEND COUPON TODAY ==mmme 


5/16" Presdwood. Won't r 

slip, won't creep. | Interstate Metal Products Co., Inc. 
i (Office Equipment Division) 
1 666 Lake Shore Drive, Chicago 11, Ill. 
8 Please send me FREE literature and more information 
. about Executive plastic chair mats. 
1 NAME 

Tough m_ 

Chairs glide smoothly 7 

over the mar-resistant i COMPANY. - 
4 
. 


ADORESS 


(city) (zone) _“ (state) 


Be ie 


with hand suction-cap lifter and com- 
plete floor itself can be lifted out and 
installed in another location. It allows 
installation of heating and cooling sys- 
tems beneath the floor, and also em- 
phasizes flexibility since it requires no 
permanent installation. 

Gold Seal, Div. of Congoleum- 
Nairn, Inc. SEE: Congoleum-Nairn, 
Inc., Gold Seal Div. 

The B. F. Goodrich Co., Flooring 
Products, Watertown 72, Massachu- 
setts. Tiles: B. F. Goodrich Airpath, 
cushioned rubber tile used especially 
in business machine and_ electronic 
data processing rooms; B. F. Goodrich 
Rubber Tile; B. F. Goodrich Agatine, 
vinyl and rubber tile; B. F. Goodrich 
Koroseal, vinyl-asbestos tile; B. F. 
Goodrich Corinthian Koroseal, trans- 
lucent vinyl floor tile; B. F. Goodrich 
Suprex Koroseal, solid vinyl tile. 

The Goodyear Tire & Rubber Co, 
| 1144 E. Market St., Akron 16, Ohio. 
Tiles: solid vinyl; Wingfoot rubber. 
Roll-type materials: solid vinyl; Wing- 
foot rubber. Special products: Airfoam 
| padding for use under carpeting. 

Hygienic Dental Mfg. Co., Flooring 

Division, Dept. M., Akron 10, Ohio. 
Hygienic Mats, rubber tile flooring 
with sponge rubber base, in eight col- 
ors. 
_ Johns-Manville Co., 22 East 40th 
| St, New York 16, J-M, asphalt as- 
| bestos tile; Terraflex, vinyl-asbestos 
| tile. Special compositions: Terraflex, 
adhesives. 

Karastan Rug Mills, 295 Fifth Ave., 
|New York 16, Carpeting: Karastan 
| Broadloom, wool carpeting. 

Kentile, Inc., 58 Second Ave., Brook- 
lyn 15, N. Y. Tiles: Kentile, asphalt 
tile, vinyl asbestos tile, cork tile, rub- 
ber and Crystalite vinyl tile, all in a 
| variety of thicknesses. 


James Lees & Sons Co., Bridgeport, 
Pa. Carpeting: soft floor covering 
featuring yarns and fabrics engineered 
for specific uses; special line of wool- 
nylon fabrics for heavy-duty areas, 
available in many unusual pattern and 
color effects. 


The Magee Carpet Co., 295 Fifth 
Ave., New York 16. Carpeting: Magee 
Carpets include: New Adherence; New 
Penn Loc; and New Penn Loc Bond; 
all fiber weaves including some with 
| sponge rubber backing. 

Mastic Tile Corp. of America, P.O. 
Box 128, Vails Gate, N. Y. Tiles: 
Matico, asphalt and vinyl-asbestos floor 
tiles; Mastic Sofstep Rubber Tiles; 
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zalid “Instant-Cop 


speeds work for everyone 


in the office 


Ozalid copying can replace time-consuming, money-wasting 
hand-copying, and retyping of reports, orders in every depart- 
ment of your business. e Put the original in your Ozalid 
machine; seconds later out come clear, dry copies. No retyping, 
no proofreading, no fuss! e The desk-top Ozamatic turns out up 
to 1,000 copies of 814” x 11” size in an hour, at the lowest cost 
of any copying process. e There’s a full line of Ozalid products 
for every copying need. e Call your local Ozalid representative, 
or mail this coupon for full details on Ozalid’s complete line 
of products. 


Whiteprint machines 


Microfilm equipment 
Audio-visual products 
Sensitized materials 


Products for design Division of General Aniline & Film Corp., 
Lithographic products In Canada: Hughes-Owens Co., Ltd., Montreal 
MAY 1959 


ean ee ee an oe a 


| 
Ozalid, Johnson City, N.Y., Dept.AA-5 | 
| Please send me full information | 
| on the following Ozalid products: | 
| Whiteprint machines [) Microfilm equipment [J | 
| Audio-visual products [) Sensitized materials 1 | 
| Products for design [) Lithographic products [) | 
; Name 
| Company. | 
| Position : 
Address | 
| City, Zone. | 
| | 

State 
Licchsestpasanintenninedesepaanaaaiae 
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Mastic Wearever Terravinyl Floor 
Tiles. 

Mohawk Carpet Mills, Inc., Division 
of Mohasco Industries, Inc., Amster- 
dam, N. Y. Carpeting: Axminster; 
Chenille Plains; Tufted; and Wilton; 
available in wool, acrilan, nylon, vis- 
cose-wool, and solution-dyed viscose. 

National Tile & Mfg. Co., Anderson, 
Indiana. Tiles: Natex and Crystex, 
ceramic tiles. 

Pabco Floor Covering, Div. of Fibre- 
board Paper Products Corp. SEE: Fib- 
reboard Paper Products Corp., Pabco 
Floor Covering Division. 

The Philip Carey Mfg. Co., Lock 


Re ae _" 


land, Cincinnati 15, Ohio. Line of 
black asphalt tiles. 

The R.C.A. Rubber Co., 1833 East 
Market St., Akron 5, Ohio. Tiles: 
Flexi-Flor, marbleized rubber flooring; 
Tara-Flor, terrazzo rubber flooring; 
Roll-type materials: Flexi-Flor, mar- 
bleized rubber flooring in 36-inch wide 
rolls; Tara-Flor, terrazzo rubber floor- 
ing in 36-inch wide rolls. Special com- 
positions: Tara-Flor, rubber flooring 
in tiles, rolls, and stair treads. 

Robbins Floor Products, Inc., Tus- 
cumbia, Alabama. Tiles: Robbins Viny] 
Tiles; Robbins Micro-Finish Rubber 
Tiles; and Robbins Cork Tiles. 


‘“T hate to admit it... 


but since our 


new Thomas, collating 


is almost fun.” 


Next to a run in my new nylons 
... nothing annoyed me more than 
getting stuck with the dreary job 
of walking around a table gather- 
ing duplicated pages into sets. 


With our new Thomas Collator— 
what a difference! In a matter of 
minutes, I can do what used to take 
me hours . . . faster, easier and 
without even moving from my chair. 
If the girls in your office suffer 
from collating blues, why not write 
the people at Thomas for complete 
information. If you’re like my boss 
and me... you'll be glad you did. 


Thomas Collators Inc. 
100 Church St., Dept. E, N.Y., N.Y. 


Use Readers’ Inquiry Coupon on Page 98 
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for data processing rooms, provides 
_ access to beneath-the-floor cables and 


Alexander Smith, Inc., 295 Fifth 
Ave., New York. Carpeting: Alexan- 
der Smith Broadloom Carpets line in- 
cludes: Floor-Plan Rugs, Axminster, 
Velvet, Wilton, Tufted, and Chenille 
weaves in wool, wool and nylon blend, 
rayon and nylon blend, all Acrilan, and 
all Chromspun. 

Sorkin Enterprises, 11 Broadway, 
New York 4. Carpeting: Rossella, 
vinyl-embossed or smooth patterns with 
thick needleloom jute backing, in tra- | 
ditional and contemporary designs of 
various widths. 


Tile-Tex, Div. of the Flintkote Co. 
SEE: The Flintkote Co., Tile-Tex Di- 
vision. 

Unistrut Products Co., 933 W. 
Washington Blvd., Chicago 7. Met-L- 
Strut, elevated adjustable floor system 


supports heavy weights. Floor panels 
which rest upon adjustable screw jacks _ 
and metal framing may be removed for 
access to cables by use of suction cup 
lifters. Also allows installation of air | 
conditioning or humidity control sys- 
tems. 

Uvalde Rock Asphalt Co., Azrock 
Floor Products Div., 500 Frost Bank 
Building, San Antonio 6, Texas. Tiles: 
Azrock Floor Products include the fol- | 
lowing: Vina-Lux Vinyl Asbestos Tiles; 
Azrock Asphalt Tiles; Duraco Vinyl 
Industrial Tiles; Asphlex Vinylized 
Tiles. ; 


i 
Guarantee— 
(From page 28) : 

Thus, Guarantee Mutual, although a 
single building, actually has four dis- 
tinct parts. The front of the building 
is a long curving wing, which houses, | 
on the first floor, the reception area, 
and the board room, and on the second 
level, the offices of major company 
officials, and their secretaries. The es- 
calator unit connects the Administra- 
tion Wing with the large rectangular 
general office area at the rear. The 
fourth unit, the cafeteria, runs from 
the general office area to connect with 
one end of the curving Administration 
Wing. 

As one enters the lobby and recep- | 
tion area, the “open” motif that is so 
characteristic of the entire building 
(there are no interior columns any- 
where in the structure) is expressed 
immediately. Since the escalator unit 
opens directly from the back of the 
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Communications center at Illinois Central Railroad. 


Teletype page printer is used 
at freight yard to send train 
consist information to IC com- 
munications center, Chicago. 


At the IC communications 
center, information from 
freight yards is received on 
Teletype printing tape 
punches. These tapes are fed 
through Teletype 600 word- 
per-minute transmitter to traf- 
fic control center. 


At traffic control center, a 
Teletype 600 WPM receiver 
produces master tape, which 
is converted by business ma- 
_ chines to provide data on car 
Hocation, routing, contents, 
, etc. 


New Teletype system cuts car reporting from 
days to minutes on the Illinois Central 


New Teletype equipment—including the first 
Teletype 600 word-per-minute tape transmission 
system in the railroad industry—is helping the 
Illinois Central to expedite the classification of 
records on more than 50,000 freight cars daily. 

The result is greatly improved customer service. 
Now, information on freight location or arrival is 
quickly available to shippers and consignees. Rail- 
road management benefits, too, by having up-to- 
the-minute data—and there are important savings 
for the accounting department. 


Additional Information. If you’d like to know how 
Teletype equipment can cut costs and improve 


service in your particular business—or if you al- 
ready have Teletype equipment and would like to 
explore the profitability of using it in new ways— 
please write for descriptive literature to Teletype 
Corporation, Dept. 33-E, 4100 Fullerton Avenue, 
Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company we. 
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reception area, the effect is one of 
depth and space, but not of blankness 
or emptiness. This dual effect of space 
and cohesiveness is achieved by a 
simple but handsome division of re- 
ception and escalator areas through 
use of a sculptured metal screen cre- 
ated by artist Harold Rambusch. Made 
of bronze, porcelain enamel and cop- 
per, the screen lends a note of rich 
color to the lobby area, and serves to 
divide it from the escalator well be- 
yond, without cutting the two areas off 
from each other. 

On the left wall of the reception 
area a Century Time Capsule is inset. 
The capsule contains letters from a 
host of prominent people across 
the country —ex-President Herbert 
Hoover, Mrs. Eleanor Roosevelt, Eddy 


1 


Rickenbacker, Norman Vincent Peale, 
and Cardinal Spellman, among others 
—predicting what American life will 
be like in 2001, the year of Guarantee 
Mutual's hundredth anniversary. The 
capsule will be opened that year, and 
the letters sealed in it will be for- 
warded by the company to the ad- 
dressees — relatives, children, friends, 
or business successors—whom the 
writers have designated. 

The connecting escalator unit be- 
tween the lobby and the main building 
is handsome as well as functional. Up 
and down escalators are separated by 
a central structural core of Norwegian 
granite, a black stone, flecked with 
iridescent blue quartz. Thus, the mas- 
sive and yet colorful effect of the stone 
is contrasted with the exterior glass 


A. C. GILBERT, JR., President 


The A. C. Gilbert Company 
New Haven, Conn. 


Makers of Erector Sets and Ameri- 
can Flyer Trains 


® 
A. C. Gilbert Co. has used Traveletter for over 40 years 


Traveletter 


. system for handling and 
controlling travel expenses since 
1894. 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


“Both our Sales and our Accounting Di- 
visions have been very pleased with Trav- 
eletters. The Sales Division likes them 
because they provide ready cash at all 
times for the men on the road without 
the risks of carrying large amounts of 
cash. It saves time and money through 
avoiding costly emergencies that might 
require wiring money. Our Accounting 
Department likes them because they mini- 
mize the amount of cash advances required 
for a salesman, eliminate the risk of loss 
or theft and give very good control over 
salesmen’s expenses. The proof that we 
like them is that we have used Traveletter 
for over 40 years.” , 

The Traveletter System reduces cash ad- 
vances, saves accounting time and _ lost 
orders, builds morale of salesmen. 


e GREENWICH 6, CONNECTICUT 
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walls and satin finished metal of the 
escalators to gain an effect that is rich 
and interesting, in a simple and com- 
pletely functional architectural unit. 

The main office building that lies 
beyond the escalator core is as in- 
genious—and as well thought through 
—as every other part of the complex. 
A rectangular structure built around 
a central court, it is set slightly off 
center from the escalator core leading 
into it. This has been done for possible 
expansion purposes in the future. By 
simply building out a U-shaped struc- 
ture from one of the existing wall 
lines, the building, with a second in- 
terior court framed by the hollow part 
of the “U”, could be nearly doubled in 
size. Moreover, by removing exterior 
glass walls, and adding additional “U’s, 
the building could be extended almost 
indefinitely, without losing symmetry. 
And because each new addition would 
automatically create its own interior 
court, employees, even in a greatly ex- 
panded structure, will always have the 
advantage of being near a window, 
as they are now. 

The general office area houses all 
facilities in central service cores, thus 
leaving interior space away from these 
cores completely open. The openness 
has been emphasized by the fact there 
are no dividing walls or partitions be- 
tween departments. Colorful  free- 
standing panel screens are the only 
space dividers used. 

Equally striking is the complete ad- 
herence to the basic space module that 
is evident throughout the offices. The 
six-foot square module used through- 
out the building is even worked into 
the floor design of the general office 
area. The grey floors are marked off 
into six foot squares by black strips, 
and every part of the office in terms of 
furniture placement, mechanical and 
structural facilities, adheres to the six- 
foot module. 

Air-conditioning supplies and re- 
turns are both concealed in the hung 
ceiling throughout the office areas. A 
V-shaped perforated metal wedge sepa- 
rates the fluorescent tubes in the light- 
ing fixtures; air flows through the 
perforations in the metal to the air- 
conditioning returns. Similarly, one 
strip of acoustical tiles between each 
light fixture has had its acoustical 
backing removed; cooled air flows 
through the perforations in the altered 
tiles from the air conditioning outlets. 

Private offices have been kept to a 
minimum in the general office areas: 


(To page 86) 
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THAT’S WHY YOUR COMPANY DESERVES ATLANTIC BOND 
' ATLANTIC BOND. The fine business paper with the NEW EXCLUSIVE E-Z START REAM OPENER 
personal touch. Leader in national sales, Atlantic Bond is Pee 
the world’s finest genuinely watermarked sulphite bond. Simple. Practical. as : 
_ For dignity. For quiet impressiveness. You make a better Just pull the tab. % 
i : - : 5 The ream of paper 
impression with Atlantic Bond. is open. No broken . 
Ask your local supplier—or write direct—for test packets. pases Poe . ig 
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EASTERN FINE PAPER AND PULP DIVISION " 
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IN THE UNITED STATES 
DISTRICT COURT 
DISTRICT OF CONNECTICUT 
UNITED STATES OF AMERICA, 
Plaintiff | CIVIL 
bts ACTION 
PITNEY-BOWES, INC.. No. 7610 
Defendant 
FINAL JUDGMENT | : 
Plaintiff, United States of America, having 
filed its complaint herein on January 9th, 1959, 
and defendant, Pitney-Bowes, Inc., by its at- 
torneys, having appeared and denied the sub- 
stantive allegations thereof, and plaintiff and 
defendant having severally consented to the 
ing and entry of this Final Judgment with- 
out trial or adjudication of any issue of fact 
or law herein and without admission in re- 
spect to any issue: a 
Now, THEREFORE, before any testimony 
has been taken and without trial or adjudica- 
tion of any rag | of fact - law ~~ -— 
upon consent to the parties hereto. it is hereby 
PORDE ED. ADJUDGED AND DECREED 
AS FOLLOWS: 


The Court has jurisdiction of the subject 
matter of this action and of the parties hereto. 
The complaint states a_claim against the de- 
fendant Pitney-Bowes, Inc. upon which relief 
can be granted under Section 2 of the Act of 
Congress of July 2, 1890, entitled ‘“‘An act to 
protect trade and commerce against unlawful 
restraints and monopolies,’”’ commonly known 
as the Sherman Act, + ee. 


As used in this Final Judgment: : 
(A) “Postage meter” shall mean any device 
or mechanism, and the component parts thereof, 
which prints, registers and cancels pre-paid 
postage on mail matter; : 
(B) “Mailing machine” or “base machine” 
shall mean any device or mechanism, and the 
component parts thereof, used to support’ or 
facilitate operation of a postage meter, and to 
‘eed, moisten, close and seal or stack mail mat- 
ter impressed with postage by a postage meter; 
(C) “Postage meter machine” means _any 
combination of (i) a postage meter and (ii) a 
mailing or hase mnrchine, which combination 
may be separable into two or more units or 
complete in itself when actually operated: 
(D) “Existing patent” or “existing patents” 
shall mean any, some or all claims of the fol-- 
lowing: ; 
(1) United States and foreign Letters 
Patent owned or controlled by defendant 
on the date of entry of this Final Judg- 
ment; 
(2) Applications for United States and 
foreign Letters Patent, and any Letters 
Patent which may issue on any such ap- 
plications, which applications were filed 
prior to, and are owned or controlled by 
defendant on, the date of entry of this 
Final Judgment; 
(3) United States and foreign Letters 
Patent owned or controlled on the date 
of entry of this Final Judgment by any 
person other than defendant and under 
which defendant on such date has the 
Power to grant licenses or sub-licenses 
to others; 
(4) Any divisions, reissues or extensions 
of the Letters Patent described in clauses 
(1), (2) and (3) above; 

relating to postage meters, mailing or base 

machines or postage meter machines; 

) “Future patent” or ‘future patents” 
means any United States or foreign Letters 
Patent or applications therefor and patents which 
may issue thereon (exclusive of existing pat- 
ents), and any divisions, reissues or extensions 
of such Letters Patent, relating to postage 
meters, mailing or base machines or postage 
meter machines, (i) which may be owned or 
controlled by defendant during a period of five 

5) years after the date of entry of this Final 
udgment or (ii) under which defendant may, 
during such period, acquire the power to grant 
licenses or sub-licenses to others; 

F) “Person” means any individual, partner- 
ship, firm, association, corporation or other 
legal or business entitv other than the defen- 
dant, its directors, officers, employees, agents 
or subsidiaries; 

(G) “United States’ means the continental 
United States, its territories and possessions; 

(H) “Qualified domestic applicant’? means 
any person in the United States certified, in 
writing, by the United States Post Office De- 
a te a as meeting the qualifications estab- 
ished by said Department to manufacture post- 
age meters or postage meter machines; 

(I) ‘Qualified foreign applicant” means any 
Person outside the United States who (1) rep- 
resents, in writing, to the United States Post 
Office Department, its intention to manufacture, 
outside the United States, postage meter ma- 
chines to be used, leased or sold in the United 
States in accordance with applicable rules and 
regulations of such Department, and (2) is 
certified, in writing, by such Department as 
meeting the qualifications established by said 
Department to manufacture postage meters or 
postage meter machines for use, lease or sale 
in the United States; 
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(J) “Subsidiary” means a_ corporation. more 
than 50% of whose stock entitled to vote upon 
election of directors (other than preferred stock 
entitled to vote upon the failure of the corpéra- 
tion to pay certain dividends) is, directly or 
indirectly, owned by defendant: 

(K)" “Defendant” means the defendant Pitney- 
Bowes, Inc. 


III 

(A) The provisions of this Final Judgment 
applicable to the defendant shall apply also to 
each of its officers, agents, servants, employees, 
subsidiaries, successors. and assigns, and to | 
other persons in active concert or participation 
with such defendant who receives actual notice 
of this Final Judgment by personal service or 
otherwise; i 

(B) Defendant is ordered and directed forth- 
with to serve a copy of this Final Jud ment 
upon (i) each member of its Board of Direc- 
tors, (ii) each Vice President who is not a mem- 
ber of its Board of Directors, and (iii) the chief 
executive officer of each of its subsidiaries, and, 
within thirty (30) days after the date of entry 
of this Final Judgment, to file with this Court, 
and serve upon the plaintiff, an affidavit as to 
the fact and manner of its compliance with this 
subsection (B), setting forth in said affidavit 
the name, position and address of each person 
upon whom a y of this Final Judgment shall 
have been served as herein directed. 


IV 

(A) Defendant is ordered and directed, within 
ninety (90) days after entry of this Final Judg- 
ment, to file with this Court, and serve upon 
the plaintiff, an affidavit showing separately, 
as of the date of this Final Judgment: 

(1) The number, and date of issue (or 

filing, as to applications) and namé of 

owner, where applicable, of each existing 
patent; 

(2) The number, date of issue (or filing, 

as to applications) and name of the 

owner, where applicable, of each existing 

United States patent owned or controlled 

by the defendant on the date of this Final 

Judgement. 

(B) Defendant is ordered and directed to 
grant to any qualified domestic applicant, 
making written request therefor to the defen- 
dant, a non-exclusive, unrestricted and royalty- 
free license to make (but not to have made—ex- 
cept for component parts), use, lease and vend 
postage meter machines under any, some or all, 
as the applicant may request, existing United 
States patents; 

) Defendant is enjoined and restrained 
from including in any license issued pursuant to 
subsection (B) any restriction or limitation what- 
soever except that (i) the license may be non- 
transferable, and (ii) reasonable provision may 

made for marking the postage meter machines 
manufactured, used, leased or sold by the lic- 
ensee under such license with the number of 
the patents covering such machines under which 
the licensee is licensed. 

Defendant is ordered and directed to 
grant to any qualified domestic applicant making 
written request therefor to the defendant, a non- 
exclusive and unrestricted license to make (but 
not to have made—except for component parts), 
use, lease and vend postage meter machines 
under any, some or all, as the applicant may 
request, future United States patents: 

(E) Defendant is ordered and directed to 
grant to any qualified foreign applicant making 
written request therefor to the defendant a non. 
exclusive =nd unrestricted license under any, 
some or all, as the applicant may request, ex- 
isting patents and future patents to make (but 
not to have made—except for component parts) 
postage meter machines for use, lease or sale 
in the United States; 

(F) Defendant is enjoined and_ restrained 
from including in any license issued pursuant 
to subsections (D) and (E) any hereof restric- 
tion or limitation whatsoever except that: 

The license may be non-transferable; 

(2) A reasonable royalty may be charged, 

which royalty shall be uniform and non- 

discriminatory as among licensees pro- 
curing the same rights under the same 
patents; 

(3) Reasonable provisions may be made 

for periodic royalty reports 4 the lic- 

ensee to the defendant and inspection of 
the books and records of the licensee by 
an independent auditor or any other per- 
son acceptable to hoth defendant and the 
licensee, who shall report to the defend- 
ant only the amount of the royalty due 
and payable; 
(4) F semen provisions may be made 
for cancellation of the license upon failure 
of the licensee to make the reports, pay 
the royalties or permit inspection of his 
books and records as herein provided; 
(5) The license must provide that the 
licensee may cancel the license at any time 
after one (1) year from the initial date 
thereof by giving to the defendant thirty 
(30) days’ notice in writing; 
(6) Reasonable provisions may be made 
for marking the machines manufactured, 
used, leased or sold by the licensee under 


such license with the number of the pat. 
ents covering such machines under which 
the licensee is licensed; 

(G) Upon receipt of a written request for a 
license under the provisions of subsections (D) 
and (E) hereof, defendant shall advise the appli- 
cant, in writing within thirty (30) days, of the 
royalty it deems reasonable for the patent or 
patents to which the application pertains. If 
such applicant and defendant are unable to 
agree upon what constitutes a reasonable roy. 
alty within ninety (90) days from the date the 
written application for the license was received 
by the defendant, either the applicant or defend. 
ant may, upon notice to the plaintiff, apply to 
this Court for the determination of a reasonable 
royalty. In any such proceeding the burden of 
proof shall be upon the defendant to establish 
the reasonableness of any royalty requested, 
Pending the completion of any such court pro- 
ceeding, the applicant shall. have the right to 
make (but not to have made—except for com. 
ponent parts), use, lease and vend under the 
patents to which his application pertains without 
payment of royalty or other compensation, but 
subject to the following provisions: defendant 
may, upon notice to the plaintiff, apply to this 
Court to fix an interim royalty rate pending 
final determination of what constitutes a reason. 
able royalty, If this Court fixes such interim 
royalty rate, defendant shall then issue and the 
applicant shall accept a license providing for the 
periodic payment of royalties at such interim 
rate from the date upon which the applicant 
requested the license. +73 the applicant fails to 
accept such license or fails to pay the interim 
royalty in accordance therewith, such action 
may be grounds for the dismissal of his applica- 
tion for a license; in the case of such dismissal, 
the applicant shall pay any royalties found by 
the Court to. be due to the defendant. Whether 
or not an interim royalty is fixed by the Court, 
a final Court determination of reasonable royalty 
shall be applicable to the applicant for a license 
from the date upon which the applicant re- 
quested such license, and to any other licensee, 
at its option, then having the same rights under 
the same patents from the date of such final 
determination. If the applicant fails to accept a 
license pursuant to such Court determination, 
such applicant shall pay anv royalties found by 
the Court to be due to the defendant; 

(H) Nothing herein shall prevent any appli- 
cant from attacking, in the aforesaid Proceedings 
or in any other controversy, the validity or 
scope of any of the patents, nor shall this Final 
Judgment be construed as imputing any validity 
or value to any of said patents; 

med) Defendant is enjoined and restrained from 
(i) granting, after date of this Final Judgment, 
any license or sublicense under any patents to 
which this Section IV shall apply, except in ac- 
cordance with, and pursuant to, the terms of this 
Final Judgment, and (ii) taking, or accepting, 
after the date of this Final Judgment, any right 
or license under any patent owned or controlled 
by any person other than defendant, which right 
or license is, by its terms or in fact, exclusive to 
the defendant unless the defendant is also 
granted the right to grant sublicenses to others; 

(J) Defendant is enjoined and restrained 
from making any sale or other disposition of any 
patent which deprives it of the power or author- 
Wy to grant the licenses required by this Section 
IV, unless the purchaser, transferee or assignee 
shall file with this Court, and with the plaintiff, 
prior to consummation of any such transaction, 
its consent to he bound by the applicable provi- 
sions of this Section IV with respect to each 
patent; 

(K) Defendant is ordered and directed, inso- 
far as it has or hereafter may acquire the power 
to do so, to grant upon written request and with- 
out compensation, to any qualified domestic ap- 
plicant licensed pursuant to this Section IV, with 
respect to any postage meter machines manufac- 
tured in the United States pursuant to such li- 
cense, a non-exclusive and unrestricted grant of 
immunity from suit under any foreign patent or 
application owned or controlled by the defendant 
at the time of issuance of such license; 

(L). Defendant is enjoined and restrained 
from instituting or threatening to institute any 
action, suit, or proceedings against any person 
for use of or any act of infringement of any 
patent alleged to have occurred prior to the date 
of this Final Judgment. 


Vv 


(A) Defendant, for a period of ten (10) years 
from the date of this Final Judgment, and upon 
written request therefor from any person licens- 

under existing or future patents pursuant 
to Section IV of this Final Judgment, is ordered 
and directed to furnish such licensee, for a 
reasonable charge approximating cost, copies of 
any technical manuals, books of instruction, 
drawings, specifications, blueprints, pamphlets, 
diagrams or other similar documents, which it 
furnishes generally to its own manufacturing, 
servicing, repair or maintenance employees re- 
lating to the manufacture, repair, servicing or 
maintenance of postage meter machines com- 
mercially produced on the date of this Final 
Judgment. 
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(B) Defendant, for a period of five (5) years 
from the date of this Final Judgment, and upon 
written request therefor from any person_lic- 
ensed pursuant to Section IV of this Final 
Judgment, is ordered and directed to furnish 
such licensee, for a reasonable charge approxi- 
mating cost, copies of the patents under which 
such person is licensed and such of the defend- 
ant’s technical information as licensee may 
reasonably need to enable him to utilize the  in- 
vention or inventions of any of the patents lic- 
ensed by the defendant to such licensee in such 
licensee’s manufacture, not including, however, 
the type of documents referred to in sub-section 
(A) above. 

(C) For a period of five (5) years from the 
date of this Final Judgment, and upon receipt of 
a written request from any person licensed pur- 
suant to Section IV of this Final Judgment rep- 
resenting that the technical information furnish- 
ed to such person by the defendant pursuant to 
subsections (A) and (B) of this Section V is in- 
adequate or insufficient to enable such person 
satisfactorily to manufacture, operate, maintain, 
service or repair postage meter machines manu- 
factured under his license from the defendant, 
the defendant is ordered and directed to make 
available to such licensee at the expense of the 
licensee for travel and at reasonable times and 
for reasonable periods, technically qualified 
personnel from among its own employees, for 
consultation with such licensee at the licensee’s 
place of manufacture regarding the licensee’s 
manufacture, repair, servicing or maintenance 
of postage meter machines. This subsection (C) 
shall not require the defendant to send any per- 
son outside of the United States. 

(D) For a period of five (5) years from the 
date of this Final Judgment, any person licensed 
hy the defendant pursuant to Section IV of this 
Final Judgment shall, upon written request to 
the defendant, and at his own expense, be per- 
mitted to visit the principal plant of the defend- 
ant manufacturing postage meter machines for 
the purpose of observing, and being advised as 
to, the methods, processes; machines and equip- 
ment then being used by the defendant in its 
commercial production of postage meter machines; 
provided, however, that such visits may be re- 
stricted as follows: 

(1) To not more than 3 officers or em- 
ployees of the licensee at any one 
time; 

(2) To not more than 4 such visits per 
year. 

(E) The defendant may, as a condition to 
furnishing the henefits set forth in the foregoing 
subsections of this Section V, require the lic- 
ensee, in writing, to agree to maintain any tech- 
nical information received by such licensee from 
the defendant in confidence and use such infor- 
mation solely in connection with the manufac- 
ture, maintenance, service or repair by or for 
the licensee of postage meter machines. 

(F) In order to accomplish the purposes of 
this Final Judgment, nothing herein shall be 
construed to prohibit the defendant from provid- 
ing, upon terms and cond#tions not inconsistent 
with the other provisions of this Final Judgment, 
to any person requesting it, information or as- 
sistance not otherwise provided for in this Final 
Judgment. 

(G) The furnishing by defendant of patent 
licenses and technical assistance pursuant to the 
requirements of Sections 1V and V of this Final 
Judgment shall not, in and of itself, create or 
constitute as to defendant, any guaranty or war- 
ranty as to machines not manufactured by it. 


VI 


(A) For a period of ten (10) years from the 
date of this Final Judgment, the defendant is 
enjoined and restrained from acquiring, directly 
or indirectly, through nominees, agents or other- 
wise, any of the assets or capital stock of or 
any financial interest in, any person engaged in 
the manufacture, sale, distribution or leasing of 
Postage meter machines. 

(B) Nothing in this Section VI, however, 
shall be construed to prohibit (i) acquisition by 
defendant of all or part of the securities or as- 
sets of any of its subsidiaries; (ii) formation of 
subsidiaries by defendant and the transfer 
thereto of assets of defendant or of its subsid- 
iaries; (iii) acquisition by the defendant of all 
or any part of the stock or assets of any agent 
or distributor of defendant’s products, who is 
not engaged in the manufacture or distribution 
of postage meter machines not manufactured by 
defendant; (iiii) application to this Court, at any 
time after this Final Judgment has been in ef- 
fect for five (5) years from the date thereof, 
upon notice to the plaintiff, for permission to 
acquire any or all of the assets or capital stock 
of or financial interest in, a person engaged in 
the manufacture, sale, distribution or leasing of 
Postage meter machines, which may be granted 
upon a showing by defendant to the satisfaction 
of the Court, that the effect of any such acqui- 
Sition will not be substantially to lessen competi- 
tion or to tend to create a monopoly in the manu- 
facture, sale, distribution or leasing of postage 
meter machines. 
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(A) Defendant is enjoined and_ restrained 
from, directly or indirectly, entering into, adher- 
ing to, maintaining, or claiming any right under, 
any contract, agreement, understanding, plan or 
program with any person engaged in the manu- 
facture, sale, distribution or leasing of postage 
meter machines which: 

(1) allocates or divides territories, mar- 
kets or customers for the manufacture, 
sale, distribution or leasing of postage 
meter machines; 
(2) fixes, determines or adheres to any 
price, or element of price, for the distri- 
bution, sale or lease of any postage meter 
machines; 
(3) restricts, hinders, limits or prevents 
such person or any other person from im- 
porting postage meter machines into _the 
United States or exporting such machines 
from the United States; 
(4) appoints or designates the defendant 
as a distributor or agent for the distribu- 
tion, lease or sale in the United States of 
postage meter machines produced by any 
person engaged in the manufacture of 
postage meter machines; 
(5) appoints or designates, as a distribu- 
tor or agent of the defendant, for the 
distribution, sale or lease of postage meter 
machines manufactured by the defendant, 
any person engaged in the manufacture 
of postage meter machines; 
provided that the foregoing shall. not be con- 
strued to prohibit defendant from entering into 
hona fide exclusive distributorship arrancvements 
for designated territories with any person not 
then engaged in the manufacture or distribution 
of postage meter machines manufactured by a 
person other than the defendant. 
VIII 

(A) Within six months following the ten (10) 
year period from the date of this Final Judg- 
ment, upon application by the plaintiff, the de- 
fendant shall show to the satisfaction of the 
Court that substantial competition then exists 
with respect to the manufacture, sale, rental and 
distribution of postage meter machines in the 
United States. Such competition shall be deemed 
to exist if persons in each major market area of 
the United States then have the opportunity, 
actual and practical in fact, to purchase or rent 
from other than the defendant on reasonably 
competitive terms, postage meter machines or 
devices and mechanisms serving. purposes equiv- 
alent thereto, under Post Office Department 
regulations. f 

(B) If defendant fails to establish to the sat- 
isfaction of this Court that such competition then 
exists, defendant shall submit to the Court a 
plan, which to the satisfaction of this Court, in 
light of the conditions then existing, as well as 
the steps defendant has taken to try and bring 
about such competition, with full hearing and 
opportunity for both parties to be heard and 
present evidence, is designed to bring about such 
competition as soon as possible. Such plan shall 
provide for bringing about such competition, in 
a manner as, by the Court may be deemed neces- 
sary or appropriate (1) by substantial assistance 
to a competitor or potential competitor; or (2) 
by the establishment of competition by defend- 
ant out of its assets, business and properties; or 
(3) by some other or different method. 

(C) Upon such terms as this Court may direct, 
the defendant may he relieved of its oblications 
under subsections (A) and (B) of this Section 
VIII at any time within ten (10) years from the 
date of this Final Judgement, by (i) applying to 
this Court, upon notice to the plaintiff, for such 
relief and (ii) establishing, to the satisfaction 
of this Court. (a) that a competitor or competi- 
tors to the defendant (and in no manner, di- 
rectly or indirectly, affiliated with the defend- 
ant) is or are then actually engaged in the com- 
mercial manufacture, sale, rental and distribu- 
tion of postage meter machines in the United 
States, and (b) that by reason of the then ex- 
istence of such competitor or competitors to the 
defendant, the competition specified in subsec- 
tion (A) of this Section VIII has then been 
accomplished. 

IX 


(A) Defendant is ordered and directed, within 
ninety (90) days from the date of this Final 
Judgment, to furnish a true and complete copy 
of this Final Judgment (a) to the Postmaster 
General of the United States and (b) to each 
person who makes written request to the defend- 
ant for a copy of this Final Judgment. 

(B) Defendant is ordered and directed to 
cause a copy of this Final Judgment to be pub- 
lished not less than once a month for“three (3) 
successive months after the date of this Final 
Judgment, in a trade publication of general 
circulation to persons engaged in manufacturing 
office machines and equipment. 

x 


For the purpose of securing compliance with 
this Final Judgment, duly authorized representa- 
tives of the Department of Justice shall, upon 
written request of the Attorney General, or the 
Assistant Attorney, General in charge of the 
Antitrust Division, and on reasonable notice to 


defendant, made to its principal office, be per- 
mitted, subject to any legally recognized 

of privilege, (a) reasonable access during the of- 
fice hours of defendant to all books, ledgers, ac- 
counts, correspondence, memoranda, and other 
records and documents in the possession, custody 
or control of defendant relating to ris matters 


contained in this Final Judgment, and (b) subject 
to the reasonable convenience of defendant, 
but without restraint or interference from it, to 
interview officers, directors, agents or employees 
of the defendant, who may have counsel present, 
regarding any such matter. Upon the written re- 
quest of the Attorney General, or the Assistant 
Attorney General in charge of the Antitrust 
Division, defendant shall submit such written 
reports with respect to any of the matters con- 
tained in this Final Judgment as from time to 
time may be reasonably necessary for the pur- 
pose of enforcement of this Final Judgment. No 
information obtained by the means provided in 
this Section X shall be divulged by any repre- 
sentative of the Department of Justice to any 
person other than a duly authorized representa- 
tive of the plaintiff, except in the course of legal 
proceedings to which the United States is a 
party for the purpose of securing compliance with 
this Final Judgment, or as otherwise required 
by law. 
XI 


(A) Jurisdiction is retained for the purpose 
of enabling either of the parties to this Final 
Judgment to apply to this Court at any time 
for such further orders and directions as may be 
necessary or appropriate for the construction or 
carrying out this Final Judgment, for the 
modification or termination of any of the provi- 
sions contained herein, for the enforcement of 
compliance therewith and the punishment of the 
violation of any of the provisions contained 
herein. 

(B) Jurisdiction is additionally expressly 
reserved to enter appropriate orders modifying 
Section V(A), (C) and (D) hereof, if such 
orders are consented to by the plaintiff, which 
consent is not to be unreasonably withheld, with 
respect to the obligation of the defendant to 
furnish the technical assistance referred to in 
Section V(A), (C) and (D) hereof, where the 
furnishing of same would tend to defeat the ob 
jectives of this Final Judgment to assure effec- 
tive competition between defendant and others 
in the postage meter machine industry and to 
avoid undue concentration in such industry. 
Dated: January 9th, 1959. 


(sgd) Robert P. Anderson 
United States District Judge 


We hereby consent to the making and entry of 
the foregoing Final Judgment:- 


For the Plaintiff :- 
(sed) Victor R. Hansen 


_ Victor R. Hansen 
Assistant Attorney General 


ised) William D. Kilgore, Jr. 
William D. Kilgore, Jr. 

(sed) Lewis Bernstein 

(sgd) Harry N. Burgess 


Harry N. Burgess 


(sgd) Lewis J. Ottaviani 
Lewis J. Ottaviani 
Attorneys for Plaintiff 


For the Defendant:- 
SHATTUCK, BANGS & DAVIS 


(sgd) Charles P. Collins 
Charles P. Collins, 

a member of the above firm. 
(sgd) Edwin P. Shattuck 


Edwin P. Shattuck, of Counsel 


(sgd) Sigmund Timberg 
Sigmund Timberg, of Counsel 


WIGGIN & DANA 


(sgd) Frederick H. Wiggin 


Frederick H. Wiggin 
a member of the above firm. 


Attorneys for Defendant. 
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Guarantee Mutual decided when it 
planned its building that top adminis- 
trative officers had more direct work 
to do with each other than with their 
departments, and therefore should ali 
be housed together in the separate 
Administration Wing. This also has 
the desirable effect, in the company's 
eyes, of placing more responsibility on 
supervisors and middle management 
levels in running the various depart- 
ments. Where private offices have 
been created in the general office area, 
they have been placed at the front of 
the building, so that the great mass of 
employees in the open area would 
have the benefit of window views. The 
few private offices that do exist in 
this area employ unpolished plate glass 
for interior walls, thus transmitting 
light but affording privacy. Again the 
basic space module is followed reli- 
giously: such middle management of- 
fices are 12 by 12 feet in size. 

Color scheme throughout the gen- 
eral office areas is in various shades 
of grey, with the free-standing panels 
used as department dividers, and fre- 
quent planters contributing — bright 
color accents. 


Department space requirements for 
an expanding company were projected 
when the building was planned, and 
the building now can accommodate 
twice as many people as are presently 
housed without any of the “U”-shaped 
structural additions that have been 
planned for a very large expansion at 
some time fairly far off in the future. 
Department space allocations within 
the present building have been based 
on department heads’ anticipation of 
the number of extra people they would 
need in the event of a fifty and one 
hundred per cent expansion of busi- 
ness. Department heads were also 
queried before the move as to the de- 
partments with which their group had 
the greatest amount of contact, and 
placement of departments has followed 
the recommendations growing out of 
this study. 

Since the escalator unit can take 
care of three times the present per- 
sonnel housed in the building, the 
cafeteria can accommodate many more 
than the present number of workers, 
and an increase in total number of 
personnel would not affect the number 
of individual departments, the escala- 


AVAILABLE 


Rip-Proof Sheets and Indexes 
Reinforced with Mylar* 


Ask for AICO Rip-Proof Sheets and Indexes— 
they’re reinforced with MYLAR*! Stronger 
— other reinforcing, less bulky . . . and costs 
ess! 

AICO Sheets have 1/1000” thin reinforced edges 
—they stack evenly for trouble-free automatic 
feeding on all stencil, gelatin, spirit and offset 
duplicating and printing equipment. In bond, 
mimeo and duplicator finishes or special paper 
to meet your needs. 

AICO Indexes in all stock sizes or made to order. 
‘In a wide variety of index tabs and colors. 
Available at your stationer ... or write the 
G. J. Aigner Company, 426 S. Clinton Street, 
Chicago 7, Illinois. 


AICO Rip-Proof reinforced sheets and indexes 
manufactured by G. J. Aigner Company. *Mylar 
is DuPont's registered trademark for its polyester 
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leading manufacturer of Indexes since 1909 
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86 


4 


tor core, the Administrative Wing, 
and the cafeteria are considered fixed 
units. 

The curved executive wing which 
serves as the front of the entire build- 
ing, presents a handsome and distinc- 
tive picture when entered from the 
escalator well behind it. A long curved 
wall, paneled in African rosewood, fol- 
lows the arched lines of the building. 
Executive secretaries have their desks 
in a long row following the curve of 
the wall, and the men whom they 
serve have their offices beyond it. The 
executives’ offices are all paneled in 
walnut and grasscloth, except for the 
office of the company president, Ralph 
Kiplinger, which has one wall of teak- 
wood, one of Battachino marble, and 
two exterior walls of glass. 

Directly beneath the executive suite, 
and just off the reception area on the 
first level, is the board of directors’ 
room, which plays a reprise of the 
various building materials used in the 
structure: one wall is natural lava 
rock; one Norwegian granite; one 
African rosewood; and the fourth 
glass. A huge plastic panel in the ceil- 
ing provides both diffused and con- 
trolled artificial lighting. 

A notable feature of the building 
is that it was designed by the Daly 
company as a complete package: not 
only was the Omaha firm responsible 
for the architectural plans; it was also 
responsible for decor, layout planning 
(in cooperation of course, with a 
Planning Committee from the com- 
pany), selection of furniture, acces- 
sories, and all other installations in the 
building, except for the office machines 
used in the company’s work. A meas- 
ure of the success which the building 
has had in everyone's eyes—including 
that of the men who designed it—is 
that the very next building going up 
in the “Business Park” area of the In- 
dian Hills development is a major of- 
fice building for the architectural firm, 
which, like Guarantee Mutual, is mov- 
ing its personnel from downtown 
Omaha to the outlying area. 

Suppliers’ List 
ACOUSTICAL MATERIALS: Western Min- 
eral Products; National Gypsum Co. 
ADDING AND CALCULATING MaA- 

CHINES: Friden, Inc.; Burroughs Corp. 
ADDRESSING EQUIPMENT: Addressograph- 

Multigraph Corp. 

AIR-CONDITIONING EQUIPMENT: Car- 
rier Corp. 
BOOKKEEPING AND ACCOUNTING MA- 

CHINES: Burroughs Corp. 

CARPETING: Mohawk Carpet Mills, Inc.; 

Edward Fields. 
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DESK SETS: Shaeffer Pen Co.; Esterbrook 
Pen Co. 

DICTATING EQUIPMENT: Thomas A. 
Edison, Inc. 

DUPLICATING AND COPYING EQUIP- 
MENT: Photostat Corp.; A. B. Dick Co.; 
Minnesota Mining and Manufacturing Co. 


ELECTRONIC ACCOUNTING EQUIP- 
MENT: International Business Machines 
Corp. 


EXECUTIVE FURNITURE: Lehigh Furni- 
ture Co.; Jens Risom Design, Inc.; Knoll 
Associates, Inc. 

FANS AND AIR CIRCULATORS: Carrier 
Corp.; Buffalo Forge Co. 

FLOOR TILES: Armstrong Cork Co. 

GENERAL OFFICE FURNITURE: General 
Fireproofing Co.; Shaw-Walker Co.; Her- 
man Miller Furniture Co.; Vertical Blind 
Corp. of America. 

INTERCOMMUNICATIONS EQUIPMENT: 
Western Electric Co., Inc. Stromberg- 
Carlson Co. 

MAILROOM MACHINES: Pitney-Bowes Inc.; 
Bell & Howell Phillipsburg Co. 

MICROFILM EQUIPMENT: Recordak Corp. 

OVERHEAD LIGHTING EQUIPMENT: 
Day-brite Co. 

PAPER: Hammermill; Nekoosa. 

PUNCHED CARD EQUIPMENT: Interna- 
tional Business Machines Corp. 

SAFES: York Safe & Lock Co. 

TYPEWRITERS: Remington Rand, Inc.; In- 
ternational Business Machines Corp. 

WATER COOLERS: Westinghouse Corp. 

CAFETERIA: Herman Miller Furniture Co.; 
Thonet. 

SHELVING: General Fireproofing Co. 

VERTICAL CONVEYOR: Otis. 


Seagram— 
(From page 25) 

new home is luxury —in every archi- 
tectural and structural detail. This is 
deliberate. The building was designed 
to be the “prestige” building of New 
York—a proud architectural symbol 
of the company whose name it bears. 

Thus, the lavish use of open space 
to frame the building —to set it back 
from the street, and provide a physical 
break in the almost solid line of build- 
ing fronts on New York’s Park Ave- 
nue, as well as an impressive setting for 
the slim, simple bronze and glass struc- 
ture. Thus, the many architectural in- 
novations throughout the building. 

The background to this decision — 
and these results—lies in the person- 
ality of Samuel Bronfman, president 
of Distillers’ Corporation-Seagram 
Ltd., parent corporation of the Amer- 
ican company, and his daughter, Phyl- 
lis Bronfman Lambert. From the be- 
ginning, Mr. Bronfman had decided 
that the new headquarters for the 
American company was to be “some- 
thing special,” and it was his decision 
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Reinforced sheets of MYLAR® i 


help increase printing efficiency oi 
... cut replacement costs 7 


You get more sheets on the paper stack shelf by using 
sheets reinforced with tough, thin Du Pont “Mylar” 
polyester film. Because the sheets are more evenly stacked, 
they can be fed into the machine faster . . . there’s less 
danger of jamming . . . waste and spoilage are cut. 
Sheets reinforced with ‘‘Mylar”’ are tough, long-lasting. 
‘*‘Pull-out”’ problems at the ring holes are eliminated . . . 
replacement costs are cut .. . bulk and weight are reduced. ; 
Ask your supplier today for reinforced sheets of 4 
“Mylar”! For information on other stationery items made ee 
of “Mylar”, write E. I. du Pont de Nemours & Co. (Inc.), 
Film Department, Room OM-5, Wilmington 98, Delaware. 
¢ CARBON RIBBON 
@ SHEET PROTECTORS 


@ LAMINATE RIBBON the 
®@ INDEX-CARD HOLDER 


*“Mylar” is Du Pont’s registered trademark for its polyester film. Du Pont 
manufactures the base material “‘Mylar’’—not finished reinforced sheets. 


REG. U.S. PAT. OFF. 
BETTER THINGS FOR BETTER LIVING 


DU PONT 


MYLAR 


+ » « THROUGH CHEMISTRY 


POLYESTER FILM J 
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that the building would not take ad- 
vantage of every square foot of build- 
ing space on the site selected, but 
would instead be held down to about 
500,000 square feet, to allow free 
space for the setting. 

But it was Mrs. Lambert who took a 
leading role in the actual creation of 
the building. After viewing with her 
father preliminary sketches submitted 
by architects for the proposed building, 
she suggested to him that it would be 
essential, in terms of what he wanted 
of the new building, to search out care- 
fully the very best architect he could 
find, and free him to create a building 
that would be outstanding in every 
way. 

It was agreed, and Mrs. Lambert 
then went to Philip Johnson, director 
of architecture at New York’s Museum 
of Modern Art to ask his advice 
and help. Together, they prepared 
a list of the men whom they consid- 
ered the twelve top architects in the 
United States, and visited each to dis- 
cuss his ideas and see his work. It was 
Mrs. Lambert and Johnson who even- 
tually nominated Chicago architect 
Mies van der Rohe to design the build- 
ing, in conjunction with Johnson, who 
is registered in New York State. Mrs. 
Lambert was appointed director of 
planning for the company and worked 
with the two architects in every design 
detail of the building. 

It was Mrs. Lambert, particularly, 
who was responsible for the selection 
of most of the art work which is so 
notable a part of every area of the 
Seagram offices, and for many of the 
decorating details within the Seagram 
offices as well. 

It is a tribute to her talent that the 
offices of Seagram are as handsome on 
the inside as they are on the exterior. 
For the building that has been built 
has achieved all that was hoped for it 
in terms of beauty and impressiveness. 
By being recessed 90 feet from Park 
Avenue, the architects have not only 
created a graceful open area in the 
heart of the city, they have also pro- 
vided room for the building to be 
seen. Instead of rising, a sheer cliff, 
from the street, its setting allows it to 
be seen as a unit—a soaring sleek 
facade of metal and glass, achieving 
its effect purely in terms of line, mass 
and material. For this building is 
totally lacking in architectural gim- 
micks; it is almost Spartan in its sim- 
plicity. 

Interior space planning was the re- 
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sponsibility of J. Gordon Carr, the 

architect responsible for the unique 

underfloor duct system for Seagram’s 

(a design later adopted for use 

throughout the building). Complete 

flexibility is the keynote throughout. 

For instance, the underfloor duct sys- 

tem designed by Carr has crossing 

ducts to give a very high degree of 
flexibility without the expense in- 
volved in a grid system. The ducts are 
deliberately placed off module to be 
clear of the partitions, which are of 
course placed on module. Thus, no 
matter how a desk is placed and which 
way it is turned, an underfloor duct 
connection will be possible. 
Particularly interesting in the Sea- 
gram offices is the company’s data 
processing center, which features a 
completely glass enclosed “command 
post” in the middle of the area, per- 
mitting visual control of all operations 
being carried on, and a “floating floor” 
raised above the structural floor which 
acts both to conceal the cables supply- 

ing power to the machines and as a 

plenum chamber for the special air 

conditioning required for the room. 
As efficient as it is handsome, the 

Seagram Building is also an economic 

success. Its lavish use of open space is 

expensive in conventional real estate 
terms, since it means less rentable 
space than would have been possible 
with a conventional building. All the 
special features built into the building 
also cost money. Quality was the first 
criterion for every detail. But the re- 
sults are paying off. Even though rents 
in the Seagram Building are substan- 
tially higher than they are in other 
new office buildings in New York, all 
available space not occupied by Sea- 
gram’s has been leased. Seagram's 
proves, in an era when so many believe 
the contrary, that buying the very best 
is not an extravagance but a sound in- 
vestment. 

Suppliers’ List 

ACOUSTICAL MATERIAL: Johns Manville 
Corp. 

ADDING AND CALCULATING MA- 
CHINES: Remington Rand, Inc.; Bur- 
rovghs Corp.; Friden, Inc.; Olivetti. 

ADDRESSING EQUIPMENT: Addressograph- 
Multigraph Corp. 

AIR-CONDITIONING EQUIPMENT: Carrier 
Corp. 

BOOKKEEPING AND ACCOUNTING MA- 
CHINES: International Business Machines 
Corp. 

CARPETING: Steplien-Leedam. 

DESK SETS: Shaeffer Pen Co. 

DICTATING EQUIPMENT: Thomas A. Edi- 


son, Inc. 


DUPLICATING AND COPYING EQUIP- 
MENT: A. B. Dick Co.; Davidson; Brun- 
ing; Thermofax; Eastman Kodak Co. 

BLECTRONIC ACCOUNTING 
MENT: 
Corp. 

EXECUTIVE FURNITURE: Knoll Associates, 
Inc.; Domore Chairs; Jens Risom Design, 


EQUIP- 


International Business Machines 


Inc. 

FLOOR TILES: Kentile, Inc. 

GENERAL OFFICE FURNITURE: Steelcase, 
Inc. 

INTERCOMMUNICATIONS EQUIPMENT: 
N. Y. Telephone Co. 

MAILROOM EQUIPMENT: 
Inc. 

MICROFILM EQUIPMENT: Remington Rand, 
Inc. 

MOVABLE PARTITIONS: E. F. Hauserman 
Co. 

OVERHEAD LIGHTING EQUIPMENT: 
Lightolier, Inc.; Gotham Lighting Corp. 

PAPER: Hammermill; Hamilton. 

PUNCHED CARD EQUIPMENT: Interna- 
tional Business Machines Corp. 

SAFES: Meilink Steel Safe Co. 

TYPEWRITERS: Remington Rand, Inc.; In- 
ternational Business Machines Corp. 

WATER COOLERS: American Standard. 

CAFETERIA TABLE & CHAIRS: Knoll 
Associates, Inc.; Herman Miller Furniture 
Co. 

SHELVING: Steelcase, Inc. 


Pitney-Bowes, 


Kelly-Smith— 
(From page 35) 


which are storage areas for stationery 
and office supplies, eliminating the 
need for a central storage room. 

Near the sales area and adjacent to 
executive offices is a long sales con- 
ference room which is set up for daily 
sales meetings. This room is equipped 
with a built-in kitchenette, easily hid- 
den by folding walnut panels, plus 
audio-visual facilities for moving pic- 
tures and slide projection, and a con- 
cealed communications system capable 
of transmitting a two-way conversa- 
tion from any position in the room. 
The room’s long outside wall of wal- 
nut and glass can be concealed by 
drawing wall-to-wall draperies. 

Sales and executive offices, as the 
areas which have most contact with 
the public, are located near the recep- 
tion area. The research library, which 
is in many ways the “heart” of the com- 
pany, since it contains research ma- 
terial dating back to the early days 
of modern communications, is cen- 
trally located to serve both Kelly- 
Smith and its television and radio 
sales subsidiary, the Headly-Reed com- 
pany, which has offices adjacent to 
those of Kelly-Smith. 

Particularly striking in the new of- 
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CHANGE 
NUMBERS 


ore onaord model 
9456 Force Quick- 
1 42. 5 Change Numbering 
; 5 a Machines permit in- 
an 4234 | gt. stant changes of 
HA ren ~~ _ numbers regardless 
Loere”” of sequence. They 


are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 


up to 16 wheels. Write for catalog. 
2 oneey 
GA 
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WM. AL & CO., Incorporated - 
| ORCE Satine 


s Offices NEW YORK + CHICAGO « SAN FRANCISCO « MONTREAL 


Completely port- 

able! Place it any- B 

where. Move it LMG) 

from desk to desk. 

All metal construc- 

tion. Stronger cutters ... 

sharper points. Available in 

Green, Blue, Sandtone, Gray. 

payee today from your lo- 
stationer. Lh 


OCCUPATIONAL DISEASES NO. 2 


(presented for a better understanding 
of tab room personnel) 
ry ROOm | 


this manhas... 


IRS 
ss 
“CARBON-CREEP JITTERS” 


There was a tab-man from New Whitter, 
who suffered from “carbon-creep jitter’; 
forms carbons he found, 

would sneak slyly around — 
they carried him off on a litter! 


Specialized equipment developed by 
Clarkson for interleaving of 

carbons, collation of parts, stapling... 
eliminate the "creeps'’ and assure 
perfect registration. Clarkson 

cuts down form failure... 

lets you enjoy form success! 


Write NOW for the name of 


your nearest re presentative. 


cLARKSOn press 


INCORPORATED 


A subsidiary of Graphic Controls Corp. 


189 Van Rensselaer Street Buffalo 10, New York 
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fices is the manner in which corridors, 
as such, have been completely elimi- 
nated except where required by the 
Building Code for public use in the 
elevator area. Within the office, space 
“flows” from area to area, with screens 
and partitions used to define depart- 
mental or functional areas. 

A brightly decorated lunch room 
serves both Kelly-Smith and Headly- 
Reed employees and, like the reference 
library, serves as a divider between the 
two companies’ areas. Future expan- 
sion space has been held in reserve 
just beyond the lunchroom, so that it, 
too, stands between the two com- 


panies, and can thus be used by which- 
ever requires it first. 

The use of white vinyl fabrics for 
all wall areas throughout the office, 
on which all the other striking color 
accents have been based, was as prac- 
tical as it has proved attractive. The 
vinyl is both durable and easily main- 
tained; in combination with strong 
accent colors in both general and 
private offices it has produced an of- 
fice notable for striking color schemes, 
and it has produced it at a low cost. 

The president's and vice president's 
offices use one of the basic accent 
colors on one wall, grasscloth on 
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Junior knows the importance of 
having removable seat covers! So 
does Cramer. That’s why Cramer 
seat and back covers may be 
easily removed for dry cleaning 
or replacement. They’re part- 
numbered for identification. 


Cramer upholstery covers are 
available in a multitude of colors 
and fabrics for all models of 
Cramer Chairs. New and differ- 
ent upholstery on your present 
Cramer chairs will make them 
look like new! 

And Dad’s Cramer Chair will 
last till Junior grows into it! 
You’re always “Backed by the 
Best” with Cramer. 


CALL YOUR 


DAD'S 


CHAIRS 
have 
replaceable 
seat 
covers, 
too! 


CRAMER QUICK-CHANGE 
REPLACEABLE COVERS 


DEALER 


OR WRITE FOR COMPLETE DETAILS 
CRAMER POSTURE CHAIR COMPANY, INC., 625 ADAMS, DEPT. OM-5, KANSAS CITY, KANSAS 
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another, and gain a rich effect—and 
a practical value—by use of walnut 
storage units for coats, papers, per- 
sonal items, and built-in audio equip- 
ment. 

Designed by Van Summern and 
Weigold, of New York, the new of- 
fices gain their excellence in both ap- 
pearance and function through intelli- 
gent space planning and _ allocation, 
and imaginative coordination of color, 
furniture, fabrics, and drapes rather 
than expensive structural and deco- 
rative innovations. 


Suppliers’ List 

ACOUSTICAL MATERIALS: U. S. Gypsum 
Co. “Acoustone”. 

AIR-CONDITIONING EQUIPMENT: York 
Corp.; Borg-Warner; Westinghouse Corp. 

CARPETING: Lees; James Templeton & Co., 
Ltd.; Gulistan. 

DESK SETS: Knoll Associates, Inc. 

EXECUTIVE FURNITURE: M. Singer & 
Sons; Knoll Associates, Inc.; Herman Miller 
Furniture Co.; Jens Risom Design, Inc.; 
Ammann-Goertz Co. 

FANS AND AIR CIRCULATORS: York 
Corp.; Westinghouse Corp. 

FLOOR TILES: Robbins Floor Products. 

GENERAL OFFICE FURNITURE: Knoll 
Associates, Inc.; Herman Miller Furniture 
Co.; Steelcase, Inc. 

INTERCOMMUNICATIONS EQUIPMENT: 
Canaday Sound & System, Inc.; Bell & 
Howell; V-M Corp.; Stentorian Speakers; 
Frederick Grote Clock Co. 

OVERHEAD LIGHTING EQUIPMENT: 
Lightolier, Inc.; Gotham Lighting Corp. 

PARTITIONS: Ammann-Goertz Co. 

WATER COOLERS: Halsey-Taylor Co. 

CAFETERIA: Herman Miller Furniture Co. 

SHELVING: Ammann-Goertz Co.; Alco 
Equipment Co. 

WALL COVERINGS: Vicrtex-LeCarpenter 
Co.; Murals, Inc. 


Eastman Kodak— 

(From page 31) 
distracting. All the tiles in the floor are 
laid so that the pattern runs the same 
way, rather than alternating. The 
luminous squares which form the ceil- 
ing likewise also contribute to the 
appearance of uniformity. 

Ceiling construction in the new 
office is particularly ingenious. The 
plastic translucent squares which form 
the hung ceiling have been perforated. 
This not only facilitates air condition- 
ing, since outlets can be concealed 
above the hung ceiling; it also serves 
an acoustical purpose. Acoustical tiles 
have been attached directly to the true 
ceiling; since sound rises through the 
perforations in the luminous ceiling, 
it is absorbed by the concealed tiles 
above that ceiling. 

The original planning and estima- 
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tion of space required for the future, 

including that leading to the award- 

winning Kodak Office building, was 
conducted by an assistant treasurer of 

Kodak, assisted by a member of his 

staff. This company officer has re- 

sponsibility both for office services 
and for building services at Kodak 

Office. 

Responsibility for architectural de- 
sign and for over-all coordination of 
the renovation was assigned to an 
architect from the Engineering Divi- 
sion at Kodak Park. 

Moving of personnel was the full 
responsibility of the manager of Ko- 
dak Office building services and his 
staff. The project involved relocating 
approximately 1,200 people. 

A. W. Hopeman & Sons Co. served 
as general contractor for the building 
renovation. 

Suppliers’ List 

ACOUSTICAL MATERIALS: Acousti-Celo- 
tex. 

ADDING AND CALCULATING MA- 
CHINES: Friden, Inc.; Monroe Calculating 
Machine Co., Inc.; National Cash Register 
Co.; Remington Rand, Inc.; Underwood 
Corp.; Victor Adding Machine Co. 

AIR-CONDITIONING EQUIPMENT: Nes- 
bitt; Buffalo Forge Co.; 
Honeywell; Trane Co. 

CARPETING: Mohawk Carpet Mills, Inc. 

DESK SETS: Smith Metal Arts; Saingberg. 

DICTATING EQUIPMENT: Thomas A. 
Edison, Inc. 

DUPLICATING AND COPYING EQUIP- 
MENT: Multilith; Davidson; Verifax. 

ELECTRONIC ACCOUNTING EQUIP- 
MENT: 
Corp. 

EXECUTIVE FURNITURE: Stow & Davis 
Furniture Co.; Jens Risom Design, Inc.; 
Herman Miller Furniture Co.; Gunlocke 
Chair Co.; General Fireproofing Co. 

FLOOR TILES: Armstrong Cork Co. 

GENERAL OFFICE FURNITURE: General 
Fireproofing Co.; Art Metal Co.; Yawman & 
Erbe. 

FILING EQUIPMENT: General Fireproof- 
ing Co.; Art Metal Co.; Yawman & Erbe. 

INTERCOMMUNICATIONS EQUIPMENT: 
Teletalk. 

MICROFILM EQUIPMENT: Recordak Corp. 

MOVABLE PARTITIONS: Virginia Metal 
Products, Inc.; E. F. Hauserman Co. 

OVERHEAD LIGHTING EQUIPMENT: 
Benjamin Lighting & Ceiling System. 

PAPER: Hammermill; Howard Ledger. 

PUNCHED CARD EQUIPMENT: 
tional Business Machines Corp. 

SAFES: Diebold, Inc. 

TYPEWRITERS: Remington Rand, Inc.; 
Royal Smith-Corona, Inc.; Underwood 
Corp.; Machines 
Corp. 


Minneapolis- 


International Business Machines 


Interna- 


International Business 


MAY 1959 


WATER COOLERS: Crane; Gould; Carrier 
Corp. 
WINDOWS: Adams Westlake. 


Wachovia— 
(From page 37) 


5. Light green-blue tinted window 
glass transmits light, but reduces glare 
and heat. Individual area comfort is 
assured because air conditioning is 
controlled through more than 100 
thermostats located _ strategically 
throughout the building. 

An exciting entrance to the build- 


ing is provided by a colorful terrazzo 
floor which begins at the street curb 
and leads across the sidewalk through 
large all-glass doors into the building 
lobby. 

From the ground floor, electric 
stairways, automatic elevators, and ter- 
razzo steps provide convenient access 
to Wachovia's beautiful main banking 
lobby. 

This lobby, located on the second 
floor, is one of the most modern and 
distinguished banking rooms in the 
South. Covering 11,000 square feet, it 
contains a 100-foot-long _ tellers’ 


Diamonds 


e Duo-Post 
Ortho-Tilt Back 


e Replaceable Seat 
and Back Covers 

* Molded Foam 
Latex Cushions 


e Lifetime Spindle 
and Bearing 


e One-Piece 
Steel Base 
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MODEL A-22-D0 


CALL YOUR 


are nice... 
BUT IN THE OFFICE... 


is a girl’s best 
friend! 


Diamonds ARE nice, but 
she can’t sit on them! She 
can sit on a camp stool, 
but she won’t like it! 
Unless your secretary is 
comfortable while she 
works, her work will be 
under par, her coffee 
breaks, long and frequent! 
So put her ina CRAMER 
Secretarial POSTURE 
CHAIR...the chair that 
fits and sits her right, 
because she’s “Backed 

by the Best.” 

Finger-tip controls make it 
so easy! Cramer 
construction means years 
and years of 

trouble-free service! 


DEALER 


OR WRITE FOR COMPLETE DETAILS 
CRAMER POSTURE CHAIR COMPANY, INC., 625 ADAMS, DEPT. OM-5, KANSAS CITY, KANSAS 
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counter of Brazilian rosewood and 
white marble which is striking against 
a bright blue wall. The most dramatic 
feature of the lobby, however, is an 
open grid ceiling of red birchwood, 
the appearance of which constantly 
changes with the position of the 
viewer. 

A pleasant color break is provided 
by burgundy doors which lead into the 
conference rooms and private offices. 
The same burgundy color enhances the 
vault area which opens off the lobby. 

Executives’ desks and customer ser- 
vice desks of the operating divisions 


Boost Your 
Profits 


by impreving your letters! 


Letters are a vital link be- 
tween you and your custom- 
ers. Good letters make 
money; poor letters cost 


money. 


Write for a free sample bul- 
letin and full information on 
our BETTER LETTERS 
training program. New, fas- 
cinating, practical. Only one 
year old, yet already used by 
more than 2,000 companies 


coast to coast. 


Customers swear by BETTER 
LETTERS bulletins. You will 
too. They command interest 


and produce results! 


THE ECONOMICS PRESS, INC. 


202 Glenridge Ave. 
Montclair, New Jersey 
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are also found in the lobby. The execu- 
tive offices combine tradition with 
contemporary decor, and feature rich 
carpeting and drapery. 

The third floor of the building 
houses the bank’s Credit Department, 
the Dealer Sales Financing Division 
of the Time Payment Department, the 
Mailroom, and the operating divi- 
sions of the Banking Department. 
This floor, like the other floors in the 
office tower, contains 8,500 square 
feet of useable office space. Suspended 
ceilings which allow acoustical tiles to 
be integrated with lighting fixtures 
permit maximum flexibility, and mov- 
able partitions are used extensively. 
Recessed drapery tracks which extend 
around the entire perimeter wall allow 
a wide range of drapery and curtain 
possibilities. 

In order to accommodate the rising 
number of Trust customers in the 
Charlotte area, a substantial portion of 
the fourth floor is devoted to the 
Trust Department quarters. 

The attractive and restful reception 
room has walls of cherry paneling and 
desert-tan fabric covering. Off-white 
partition walls with doors of beige 
separate the individual offices where 
Trust officers may confer in private 
with their customers. Blue-green 
tweed carpeting makes an impressive 
floor covering for the reception room, 
offices, library, and conference room. 

Adjacent to the Trust Department 
is the charming Mecklenburg Room 
which comfortably seats about 50 per- 
sons. Cherry paneling and_ specially 
woven copper-toned drapes on the 
west window wall complement the 
ivory-tint fabric on the side walls and 
the blue-green carpet. In addition to 
bank uses, this handsome room is also 
available for meetings of civic and 
cultural groups. 

The interior decorator for the 
Wachovia Bank Building, a $5,000,000 
project, was Dan Cooper, of New 
York City, (originally a Southerner) ; 
and the general contractor was the 
J. A. Jones Construction Company of 
Charlotte. 

_ Suppliers’ List 
ACOUSTICAL MATERIALS: U. S. Gypsum 
Co. “Acoustone”; National Gypsum Co. 


ADDING AND CALCULATING MaA- 
CHINES: Victor Adding Machine Co.; 
Monroe Calculating Machine Co., Inc.; 


Burroughs Corp. 

AIR-CONDITIONING EQUIPMENT: York 
Corp. 

BOOKKEEPING AND ACCOUNTING MA- 
CHINES: Burroughs Corp. 
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CARPETING: Mohawk Carpet Mills, Inc. 

DUPLICATING AND COPYING EQUIP- 
MENT: Photostat Corp. 

EXECUTIVE FURNITURE: Boling Chair 
Co.; Heritage Furniture Co.; Schoonbeck 
Furniture Co.; Alma Desk Co.; Heredon 
Furniture Co. 

FLOOR TILES: Goodyear Co.; Mastic Tile 
Corp. 

GENERAL OFFICE FURNITURE: All-Steel 
Equipment Inc.; Shaw-Walker Co.; Watson 
Mfg. Co.; Cramer Posture Chair Co.; Le 


Febure Corp. 
MOVABLE PARTITIONS: Virginia Metal 
Products, Inc. 
OVERHEAD LIGHTING EQUIPMENT: 


Smithcraft; Eastern Lighting Products Co. 
SAFES: Diebold, Inc. 
TYPEWRITERS: Royal; Standard. 
WATER COOLERS: Westinghouse Corp. 
CAFETERIA TABLE & CHAIRS: Thonet. 
SHELVING: Universal Steel Products Co. 


BEAUTY AIDS 
for both the girl... 
and the letters she types! 


Cosmeticians supply beauty 
aids for the girl. A.W.FABER 
provides beauty aids for the 
letters she types. 


Houdini himself couldn't 
have done a clean erasing job 
with a bulky eraser. That's 
why A.W.FABER invented 
ERASERSTIK—a slim, trim, 
white-polished beauty that 
takes out a single letter with- 
out smudging the whole word. 
With ERASERSTIK you erase 
without a trace. Attractive 
girls generally turn out at- 
tractive letters. That's why 
we sell so many ERASERSTIKS. 
Get some, girl! 


Which point do you prefer? 
Slender, Medium or 

ee The choice 
is yours. EraserStiks 


7099 and 7099B can 
be easily pointed with 
a mechanical or 

hand sharpener to suit 
your taste. 


W. FaseR GRASERSTIK GAU SERVICED u.s.a. 7099B 


A 


AW. Faser &SRASERSTIK Call SERVICED u.s.4. 7099 


ERASERSTIK. 


A.W.FABER-CASTELL Pencil Co., Inc. 
Newark 3, N. J. 
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AMA— 
(From page 42) 


“If business and competition rely on 
electronic computers for help, then 
the responsibilities for, and under- 
standing of, opportunities and _pit- 
falls rest with every executive. Prob- 
ably the biggest step and most difficult 
area to administer under the new rules 
is marketing in its broadest selling and 
distributive sense. The challenge and 
the opportunities are clear but there 
is a danger that some marketers will 


HOL-DEX SOLVES 
LABELING PROBLEMS 


Efficient and Effective Insertable 
Transparent Label Holders 


For Factory + Office - Ware- | 
house - Home «+ Hospital - | 
Library - Garage - Tool Room 

+ Military or Naval Uses 


Pressure-sensitive adhesion 
to any surface. Permanent 
or temporary labeling of 
shelves, boxes, bins, beds, 
telephones, desk trays, 
doors, drawers, racks, etc. 
Widths, %”, 42”, %” and 1”. 
Labels retail for 30 cents for 
6-inch length, usually cut to 
three 2” labels. Lengths up 
to 36” on special order. 
Plenty of inserts, to be writ- 
ten, typewritten or printed. 
Clear, Green, Blue, Red, 
Orange, Pink, Lemon, Amber. 


CEL-U:DEX CORP. 


New Windsor, Newburgh, N.Y. | 


AMERICA’S FINEST, SAFEST 


MAIL BAGS 
ARE MADE BY CAN e PRO 


a 


CANVAS AND 
LEATHER OR ALL 
LEATHER 


MOLDED RUBBER 
BOTTOMS 


SAMPLES SENT 
“ON APPROVAL” 


Top quality Mail Bags in sizes and at 
prices to meet every office need! Used by 
nationally known organizations coast to 
coast. Write for literature, prices today! 


CAN: PRO Grooiczion 


34 East McWilliams Street 
FOND DU LAC, WISCONSIN 


MAY 1959 


| 


| 


‘renounce their birthrights’ by failing 
to take on their new responsibilities in 
the electronic age. Rather than grad- 
ually becoming more effective and 
knowledgeable, they may adopt only 
the outward appearances of modern 
thinking.” 


Pabst— 
(From page 39) 


ent in two places; it appears in the 
deposit amount field, as explained 
above, and also is added into the unit 
price figure. A code punched into the 
package detail cards tells the computer 
automatically when the unit price does 
and does not include deposit amount. 
In the former case, only one “com- 
bined” figure for each item is listed on 
the invoice; in the latter, two figures 
are picked up, representing deposit 
amount and package price respectively. 

After the order deck has been com- 
pleted by the operator, it is fed into 
our Univac 120 computer, where the 
deposit figure, as well as a number of 
others stored on the cards, are used for 
various calculations. Before each step 
in the calculating operation, however, 
the computer verifies, automatically, 
that: a) each card in the order deck 
relates to the same order, and b) that 
each is in the proper sequence. 

The Univac’s first major job is to 
determine the net price of each item 
ordered. The formula for this calcula- 
tion is: package (i.e. base unit) price 
minus unit deduction plus unit de- 
posit (if any) plus unit tax (if any) 
equals net package (unit) price. Net 
package price times number of pack- 
ages equals net item price. The input 
figures needed for this computation 
are stored on the package detail card. 
Afterward, the Univac determines the 
state tax on each item ordered, as well 
as the item quantity (in barrels). All 
of the above results are punched into 
the package detail card. 

The computer then calculates and 
punches into the summary card the 
accumulated state tax, barrelage, 
weight, and total number of units com- 
prising the order. In addition, it picks 
up the customer number, invoice (orig- 
inal order) number, and production 
scheduling information from one of the 
other cards in the deck and punches 
this data into the summary card. 


After the computer run is finished, 
the order decks are fed into a Rem- 
ington Rand Model No. 3 Tabulator, 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


— “Tefonnnn pln’ 


precision Paper 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 


i 
for Efficient, Economical Processing 


Write ... wire . . . or phone for fast delivery 


of stock cards. Our inventory is maintained to 
assure shipment same day order is received. EAC 
guaranteed quality and service eliminates down 
time in your data processing operation. 


+. 
L 
i. 
Electronic Accounting Card Corporation 
P.O. Box 1088 High Point, N. C 
Please send me price list and samples 


ee ee ne en 
Address 


:: pa sittin Gite - | 
_s 
eee 
* < 

_ e 
| Pees 
| m " @ = 

SE = Ee ee ees omnes a A, [ 3 oe 
Uj, On 4648 | | ‘= —_ Fis 
amen a © 

) a f gs 

ta 

eee | a! | 

Ss | pe 4 
>> . — = 

—¥ | ~ Use EAC Quality Cards | 

4 - 
1 CUR YI : : 4 F 
maea | ~ — 
CEE = : 
" ie 
, : 
ee | / ie 
ete “ / oe 4 

on ee 
| =e 
| re bi =| 
| 2 
| -. ee oo ae 
| | B LECTRONIC as ‘ 
ame | |S... ZA cov TING \ - 
lee ml | | Me Nh — : me oi 
] oo. 

a 93 3 2 

ay = is A) ain ae i ia ee ra Be = Rie | 


which transfers the data on the cards 
to a specially-designed forms set. One 
section of this set, containing seven 
plies, includes a five-part snap-out fac- 
tory requisition; the two remaining 
plies are fly leaves which provide the 
customer acknowledgment and order 
control copies. The other section is a 
five-ply snapout short-form bill of lad- 
ing, the outside edge of which provides 
space for printing the item and dollar 
totals — information which is needed 
for credit purposes. 

The two sections are joined at a 
center perforation, and are separated 
after they reach the plant which will 
make the shipment. UARCO, Inc. was 
instrumental in developing this special 
forms set, aided by Pabst and Rem 
Rand officials. 

After tabulation of the order and 
bill-of-lading forms, the order decks 
are stored in a “commitment” file by 
plant, shipping date, and invoice num- 
ber respectively. Before storage, se- 
lected data are reproduced automati- 
cally from all package detail cards onto 
a new set; these latter key punched 
cards are then used, in conjunction 
with orders, to prepare a daily report, 
used by top management, which com- 
we the total eit of all orders 


received for the month to date against 
the estimates for the same period, and 
against the record for previous months. 
These data are broken down geo- 
graphically. 

Another report prepared by the same 
cards accompanies each day’s batch of 
orders sent to the individual plants. 
It shows the package and barrelage 
totals represented by these orders, 
broken down by state and production 
week. This summary is a lifesaver at 
the plant scheduling level, as well as 
in the control of tax crowns, labels, 
lids, and tax stamps. 


The source of our invoices is a tele- 
type report received every morning 
which lists all shipments made during 
the previous 24 hours. The listing 
identifies each shipment by invoice 
number, destination, and total number 
of units shipped. Truck carrier or 
freight car number is also shown in 
each case. 


The teletype classifies the previous 
day’s shipments into two groups— 
those in which the order quantities and 
items have remained unchanged since 
the original factory requisition was 
prepared, and those involving deletions 
and/or quantity changes. The order 


decks are pulled from the commit- 
ment file, the shipping date is gang- 
punched into the shipping data cards, 
the freight car number is manually 
punched into these same cards on the 
orders requiring it, and all corrections 
are made by preparing new package 
description, package detail, and sum- 
mary cards where necessary. 

Invoices are prepared automatically 
at a speed of five per minute, using the 
same basic order deck (containing the 
corrections and additional data de- 
scribed above) that was used to pre- 
pare the bills of lading and factory 
requisitions. A special nine-ply invoice 
was constructed by UARCO, Pabst, 
and Rem Rand officials, working 
jointly. 

After the invoices are prepared (the 
job takes, overall, about three hours, 
including tabulation, and involves a 
daily average of 200 shipments), the 
cards comprising the order deck are 
sorted down so they can be used to 
prepare various accounting summaries 
and analyses. Among these are two 
sales accounting reports which show 
the number of units of product shipped 
from each plant, as well as their value. 
The first report analyzes total ship- 
ments to the entire territory served by 
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ATTENTION — 
‘Capite Office Manager 


|e arpl There’s a fast, effective way to destroy 
: confidential papers and obsolete records 
€ in your own office so no one can 
reconstruct them. It’s the 
Shredmaster Bantam 10, 
the lowest priced shredder 
on the market. 
Safe, clean, quiet, trouble-free. 
Use the shreds as packing material. 


FREE trial, write for Circular 70 
75 Varick Street, New York 13, N. Y., Room 1410 


The Ss H R ED Vi ASTE R Corporation 


A DIVISION OF SELF WINDING CLOCK COMPANY, INC. 
Sales and Service in principal cities in U. S. and Canada. 
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Handy dauber whisks away dirt and 

lint in seconds — no spattering! 

Non-inflammable; slow-evaporating, 

hence economical. Look 7 

= for the attractive new 

~~ 4 orange-and-blue carton. 
CLAR-O-TYPE makes 


NO CARBON-TETRACHLORIDE *YP°™T'*°r tYPe sparkle. 


$129 100 
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807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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Management Executives 
GET WHAT THEY NEED IN 


( AUTOMATION in the office 

{’ PERSONNEL problems and practices 
(¥ SYSTEMS, forms control and records 
(¥ OFFICE LAYOUT and furnishings 
f TOOLS OF THE OFFICE 

( OFFICE CATALOGS and booklets 


... They are the executives primarily 
responsible for office purchases: 


9 
PRODUCT ‘emer 
OR — 
SERVICE purchasing | 
General Office Furniture 9.7 | 
Executive Office Furniture a2 
| Office Machines 98.4 
| Duplicating & Photocopying Equip. 48 ~CO 
| Electronic Equipment 75.3. | 
| Tel. ~& Tel. Service 90.7 


| _Inter- Office Communication System 89.0 


| Mail Room Equipment and Supplies 89.9 


| Office Acoustical Material 78.5 
| __ Office Partitions 84.9 
| Office Floor Covering 

(Carpeting, Tile, Etc.) 80.5 
| Office Floor Maintenance, 

Equipment & Supplies 77.3 
Water Coolers 74.5 
Employment of General 

Office Personnel 94.1 
Insurance & Welfare Plans 73.0 
Office Relocation 81.0 | 


Proved by Fact Finders’ SURVEY 


Send for complete report of FACT FINDERS 
ASSOCIATES, INC. SURVEY, which reveals size 
and nature of the office market; the men who con- 
trol the buying of office equipment and who answer 
to as many as 83 different titles; the expenditures 
planned — and how to reach and sell this multi- 
billion dollar market comprising the companies 
who employ a total in excess of 35,900,000 of 
America’s working population including more than 
7,400,000 office workers. Yours for the asking! 
*Subject to ABC audit 


oe Member of 
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each plant on a package-by-package | 
basis; the second classifies number of 
units and value by package, within 
each state. In addition, sales analysis 
reports are prepared from the order 
deck. These latter summaries compare 
number of units and quantity shipped 
by all Pabst plants with identical data 
for corresponding periods of the pre- 
vious year. 

Space limitations prevent listing the 
other reports produced from the basic 
order deck, but altogether we have ap- 
proximately 25 end uses for the data. 
When you consider that it takes us 
only one minute per order to prepare | 
the cards, it becomes apparent that 
automation, properly put to work in 
the office, is truly a miracle-worker. 

But what about control? 

Our whole paperwork processing 
system is tighly controlled every step 
of the way. Control begins with prep- 
aration of the master cards—a job that 
is supervised by several individuals 
in widely-separated departments, none 
of which has any organizational con- | 
nection with another. One individual | 
has full responsibility for preparation | 
and dissemination of price lists, dis- 
counts, deductions, and deposits. An- 
other maintains surveillance over state 
tax rates and regulations. Still a third 
is responsible for the current accuracy 
of the master file, and anyone in au- 
thority has review, but only review, 


| access. 


_ferently on each run, and then com- 


| posit, where separate, and state tax) 
is multiplied by the number of pack- 


| pared with the former (stored in the | 


A number of item totals appearing 
on both the order and invoice forms | 
are identical, or should be. We make | 
sure by handling the computation dif- | 


pare the two totals against each other. ‘ 
For example: | 

On the factory requisition—bill of | 
lading run, the net unit price of each 
item is first computed, and then is | 
multiplied by che number of units | 
(packages), to arrive at the item total. | 
On the invoice run, each factor in- | 
volved in the net unit price determina- | 
tion (package price; deduction, de- 


ages first and then is combined into 
an item total. The latter total is com- | 


order deck) to make sure that both 
computation and punching are accu- 
rate. 

We verify the accuracy of our daily 
and monthly summary reports by 
checking the pertinent totals against 


each other, and also by comparison | 
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COSTLY RE-DRAFTING OF 


ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART -@ 


A typist, a typewriter and typing paper are all you 
need to keep oe up to date. It’s that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-5 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 


je 
Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a ‘’must’’ where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


Founded 1921 @ All Phones MOnroe 6-706! 
1220 W. VAN BUREN ST. © CHICAGO 7 
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“pointed” in luxury-textured rubber, for controlled fastest, 


cleanest. so-accurate erasing . . 


Ehahen 3650 WHISK "Sha, 


"WADE 


EW. ous 
=SPEED=- 
= ERASING = 


Modern Graypoints are “balanced” in size and shape. 


for your typists, a definite 


overhead-saver for you. 


INUSA_ 


4@ No. 3650 GRAYPOINT WHISK 


Hexagonal, wood-case eraser 
with quality gray rubber core, 
fits comfortably in the hand. At- 
tached brush whisks away eraser 
crumbs. Won't roll off desks. Eas- 
ily repointed in any pencil sharp- 
ener or with a knife. 


No. 365 GRAYPOINT > 


Same eraser as No. 3650 GRAY- 
POINT but without brush. 


4 No. 378 GRAYPOINT 


This paper wrapped eraser with 
the pull string for easy repoint- 
ing can be repointed right at 
the desk. Same quality gray rub- 
ber core as No. 3650 GRAY- 
POINT. 


ASK YOUR STATIONER NOW 
FOR PENCIL-LIKE, 
EASY-TO-HOLD, 
EASY-TO-POINT 
WELDON ROBERTS 
GRAYPOINT ERASERS 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World’s Foremost Eraser Specialists 


. a work-saving pleasure 


CATALOGS 
BOOKLETS, BROCHURES 
FOR THE OFFICE |‘=! 


Work lights (1) 

Illustrated brochure depicts a line 
of work lights, desk or stand models, 
scientifically designed to eliminate fac- 
tors leading to eye-strain. Sight-Light, 
M. G. Wheeler Co., Greenwich, Conn. 


Reciprocals chart (2) 

Practical, easy-to-use chart, listing reciprocals of all whole 
three-digit numbers from 101 to 999, giving 9 decimals, 
is available as an aid in using “Addo-x” automatic multi- 
pliers for division. Addo-x Inc., 300 Park Ave., New 


| York 22. 


| 
| 


Magnetic tape (3) 
How to Measure Time With Tape, . 

is a 12-page, full color brochure em- 

phasizing the advantages of magnetic 


recording tape as a dictating medium. ee 


| The DeJur-Grundig Stenorette dic- eek ee 
tating machine is also displayed. Dept. Big es D : 
TWT, Dejur-Amsco Corp., Business 8 yZesce, WP, 

| Equipment Div., 45-01 Northern wae 
Blvd., Long Island City 1, New York. ao 
Supply and storage cabinets (4) 


| Modular office furniture 


_ panels, wing desks, and cabinets are 


An eight-page, two-color catalog illustrates supply and 
storage cabinets with emphasis on methods of installation 
in office, school, and hospital. Construction and design fea- 
tures are also pinpointed. K. F. Cline Co., Dickson, Tenn. 


Twenty-page, fully illustrated bro- 
chure presents Aristocrat modular fur- 
niture components, and sample office 
arrangements. Credenzas, tables, end 


Fre GEST LOOMING OFFICES DTA WIT 


displayed in various combinations. 
Remington Rand, Division of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. 


Hints for letter writing (6) 
Hints on Better Letters is a pocket-size booklet that 


| proposes 48 short suggestions for improving business let- 
_ ters. Single copies sell at 10 cents if requested on a business 
| letterhead. Y & Y Publishing, 349 West First St., Dayton 


2, Ohio. 


1960 Calendars (7) 

Color catalog describes a line of 1960 calendars for office 
use. Executive, book, wall, and a variety of other calendar 
styles and sizes are depicted. Defiance Calendar Co., Inc., 
1451 Broadway, New York 36. 
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CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each addi- 
tional word 25¢. Payable in advance. Address 
replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 5th Ave., New York 10, N.Y. 


For Sale or to Buy 


PITNEY-BOWES POSTAGE METER 
“AV” model. Two years old. Perfect, 
like-new condition. Used very little. Only 
$1600.00 F.O.B. Milwaukee. Ideals Pub- 
lishing Co., 3510 W. St. Paul Avenue, 
Milwaukee 1, Wisconsin. 


FOR SALE: BEST OFFER F.O.B. Chi- 
cago. 12 sets (2 Cabinets, 77 Trays each 
for 16” stand); 1 Automatic Graphotype 
#6740 Serial 563490; 2 FG 80 Flexowrit- 
ers (serial 1275 and 2865) O.M. 314. 


FOR SALE: PITNEY BOWES Mailing 
Machine with metal cabinet. 1955 Model 
#4200, Serial #1986. Excellent condition. 
Write N. Shore, Benton & Bowles, 666 
Fifth Ave., New York, N. Y. or call JUd- 
son 2-6200. 


SALE: FACTORY DEMONSTRATOR 
ELECTRIC 2 in 1 Folding and Letter 
Opening Machine. Fully guaranteed, Reg- 
ular price $432.50, yours for $198.50. 
Lansdale Products, Box 568, Lansdale, 
Pa. 


TWO UNDERWOOD SUNSTRAND 
POSTING Machines, only two years old. 
Model 22AA only $395.00. Model 9243P 
$750.00. Allen Sportswear, 306 Court, 
Des Moines, Iowa. 


WANTED ALLTYPE OFFICE Ma- 
chines, Filing Equipment, Office Furni- 
ture, Kardex, Acme Post Index. Will ex- 
ceed a manufacturers’ trade-in allowance. 
Write. Wire National Office Equipment 
Co., 429 Broome St., New York, N. Y. 


FOR SALE: “NATIONAL” POSTING 
Machine. 6 totals. Good condition Price 
$250.00. Louisiana Welding Supply Com- 
pany, 1931 
Louisiana. Phone DI-39212. 


Business Opportunities 


MANUSCRIPTS WANTED. LEADING 
BUSINESS Book Publisher seeking man- 
uscripts in the field of sales, office man- 
agement, human relations, labor relations, 
management systems. Prefer authors well 
recognized in their field. Excellent royal- 
ty arrangement, strong merchandising set- 
up assures excellent sales of books de- 
veloped from accepted manuscripts. 
Write to Box OM1936, 124 W. 4list 
Street, New York 36, N. Y. 

YOUR ENVELOPES ADDRESSED 
REASONABLY. We have capable home- 
work typists in your city. Write on your 
letterhead for list of addressers in your 
area. Expert Publications, 1601 Ninth St., 
S.E., Roanoke, Virginia. 


Positions Wanted 


OFFICE MANAGER. GRADUATE 
ACCOUNTANT. Mechanical and con- 
struction background. Experienced in ac- 
counting systems, finance, insurance, pub- 
lic speaking. Age 39. O.M. 320. 
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Plank Road, Baton Rouge. | 


with tabulations of the corresponding 
keypunched cards. Formerly, this prov- 
ing operation was performed on an 
item-by-item basis. Not only was the 
latter method time-consuming, but it 
didn’t provide anything even remotely 
approaching the present accuracy. The 
benefits have been tremendous. By 
posting receivables from balanced sum- 
mary cards, for example, we have 
reaped a saving amounting to 10 per 
cent of our total machine rental charge. 

In addition to all these benefits, 
automation has produced a number of 
others. Basically, everything done in 
the order-invoice cycle by machine now 
was done manually before. All the 
equipment now used is operated by 
only one full time machine operator. 
He tends the computer, tabulator, 
sorter, etc. (The Card-O-Matic opera- 


tor devotes most of her working time | 


to other duties). Previously, order-in- 
voice preparation required the services 
of 12-14 persons, and the number 
would almost certainly have grown 
with our increased work volume. 


But beyond this manpower con- 
sideration is the fact that with our old 
system, two form-typings were needed 
at the plant (to obtain the bill of 
lading and the invoice), and one more 
in the office (for the factory requisi- 
tion), each with the possibility of 
error. Now, only two forms are used 
instead of three, and our forms costs 
have been cut several thousand dollars 
a year in the process. Also, the amount 
of data that has to be entered manually 
has been cut to a minute fraction of 


the former amount, sharply reducing | 


the possibility of error. In addition, 
more than 95 per cent of the arduous 
typing of statistical information has 
been eliminated. 

We now get our invoices out, and 
complete our sales accounting work, 


approximately two days earlier than | 


was possible before. Monthly _ sales 
analysis reports, meanwhile, are avail- 
able two weeks sooner. Additional 
benefits are produced in the accounts 
receivable department, where posting 
time has been cut in half, easing pres- 
sure on what had been overloaded per- 
sonnel. 

The key point, we believe, is that 
this system has made a greater amount 
of valuable information available more 
quickly, with much greater accuracy 
and at far lower cost than was pos- 
sible with former methods. For us, 
automated data processing has defi- 


| nitely paid off. 


and improved 
TIME and DATE STAMP 


This new Roberts HRTD time and 
date stamp gives you crisp clear 
impressions with great flexibility of 
printed message. Utilizes three simple 
basic balanced units—printing head, 
ribbon mechanism, electric drive— 
and new hammer method of print- 
ing with automatic  self-aligning 
platens. Paper-trip operation. Fine 
engineering. Choice of three colors. 
One of a family of Roberts number- 
ing devices famous since 1889. Write 
Roberts Numbering Machine Divi- 
sion, Heller Roberts Mfg. Cor ., 700 
Jamaica Ave., Brooklyn 8, N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 


NOW! — YOUR PAYROLLS 


IN 1/3 USUAL TIME 


prepared with a 


PS SATELLITE 


payroll system 
gives you 
more 
payroll 
~_ information 


in 2/3 


A ~ less time! 


At last!—A one write system that makes 
payroll record keeping a breeze. All 
necessary records are created with one 
writing . . . faster . . . more accurately 
than ever before possible. Write for 
details. 


Ask for Illustrated Booklet No. 371 


E. SHEPPARD CO. 


Div. Yowman & Erbe Mfg. Co. Inc. 
Rochester 3, N. Y. 
Use Readers’ Inquiry Coupon on Page 98 


Cc. 


Wtubl Rite” 


97 


irs 
= 


=. al —— Oo Oe ‘oe SE | | ae a (ok a ae Eee Hips 
NEW a " fi. ise 
i | wie 
| | Wi 
| 
: meas | a “S 
we rp Be aca 
| ‘ . Vee ees 
| oS a 
| é ’ j Bi oe 
| — a 
rs | 5 ft bd’ = 
| J =. 
| 5 ; 
i& _ 
ic 
oa ? | HS a5 
) a i 
| | / © 
oo = 
} | a: x 
| } ' 
= Pe e 3% 
| ‘ z 
| a. SS 
ee: |= 
: ee ff 
j | . Fen 
9 — é 
ee ® 
vi vee > j aot 
es | Is " 
\ + ’ 
2 : \ a ij | 
PO 4 
| on é 
oe . . E 
; a ee | oe 
| a " * 
) 
it | is. 
q r ts~—SCiSCY i a 1 PO "th. 
: _ ara aa - = ; ! i ; 
[| aes 
i 
, —_ = 4S 
- «< ee: , . = — Ce ihe ‘- —— r “ee ~. ) i 
. ie * i a } z ‘. =e es | | ‘i ag i " a % 


Folders” 


PAT. PENDING 


ADAPTABLE TO ANY DESIRED TYPE 
OF FILING SYSTEM 


mums Full one inch exposure tabs allow four line headings or permit ease 
and speed of indexing from addressograph plates. Acetate protectors 
provide full insert visibility. 
was All metal for permanent durability. 
ame Rigid . . . unbreakable . . . provides strength required to use tab on 
front of folder as a pull for spreading folder open. 
wam Angled for easy reading. 
mums Simplicity of attachment and removal. 
was Flexibility of tab positions. 
eum Available in two and three inch widths. 
Note tab position indicators on top folder edges—for 5 position (2”) tabs on one 
edge and for 3 position (3”) tabs on opposite edge. 
Tabs can be placed on back of folder in conv 1 or on front to facilitate 
spreading folder open. 
Smead's Hanging Folders are made of heavy, high grade folder stock. The metal 
hangers are permanently secured eliminating slippage and assuring straight line 
arrangement of folders on the frame. 


See Them at Your Stationer or Write us on your office letterhead 
for a free sample of the tab and folder. 


_ THE SMEAD MANUFACTURING COMPANY 
ps HASTINGS, MINNESOTA ed 
OHIO 


LOGAN, CHICAGO, ILLINOIS | 


Wright Bros. Mfg. 
Muncie, Indiana 


INQUIRY SERVICE FOR SUBSCRIBERS 


Just circle the numbers in the coupon, fill in your name and address, tear out and mail to 


Office Management. Your inquiries will be forwarded 


promptly to the companies concerned. 


MAY 1959 ADVERTISEMENT May 1959 New Products and Catalogs 
(Circle respective page numbers on which ads appear) (Circle respective item numbers) 
Page Page Page Page Page ; 
2nd Cover 18 60 77 92 AWF 3 
3rd Cover 19 61 78 93 CUD 4 
4thCover 20 63 79 3S crc 5 
4 45 64 80 93 MLS 6 
6 46 65 81 93 EAC 7 
7 50 66 82 94 TSC 
8 51 67 83 94 COT 
9 53 68 87 94 DEC 
10 55 69 89 WAF 95 OM — 
11 56 BMC 70 89 CHH 95 MCC TOOLS OF THE OFFICE 
12 56 BP 71 89 CPI 95 CLB Information on products listed in the Tools of the Office 
13 GS 57 72 90 96 section may be requested by writing in names of manu- 
13 ABD 58 GAC 73 97 HRM facturers. 
13 BPC 58 CI 74 92 TEC 97 CES Manufacturers Page No. 
14 58 CCS 75 98 — = 
15 59 76 99 = - icing ae Ba 
16 irs = 5 nas 
17 a - 
Fractional page ads further identified by initials of advertiser 
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ADVERTISERS’ INDEX 


Aceo Products Div. of Natser Corp.....+> 99 
Agency—La Porte & Austin, Inc. 
Aeme V isible Records, Inc as wees eee ee 9 


Agency—E. H. Brown Adv. Agency | 

Aigner Co., G Binct0steseteorges 86 
Agency—Arthur R. — Donald, Inc. 

All-Steel Equipment Inc.......-+++- 11 
Agency-—-Marsteller, Riche: d, Ge sbhardt °S 
Reed, Inc. 

American Red Cross....-+++++e+ee0005 62 


American Telephone & Telegraph Co..... 3 
Agency —N.W. Ayer & Son, Inc, 


Barkley & Co., C. Le... ee eee eee eens eos 95 
Agency—F rank C Jacobi Adv., Inc. 

Bassick Co., The.......--eseeseeee coe S&S 
Agency-—James Thomas Chirurg Co. 

Beemak Plastics .......ccccccecesecce 56 
Agency—Advertisers Production Agency 

Bell Telephone System... ...+-seeeee+s 
Agency—N. Ayer & Son, Inc. 


Brownville Paper ‘Co beens eee end ee 13 
Agency—Flack Adv. Agency, Inc. 
Burgess-Manning Co., Industrial Silencer 
Bile ce heceseesionsceseesecenese 56 
Agency—Merchandising Adve rtisers, Inc. 


Burroughs Corp. .....cccccccsccccvces 77 
Agency- Combe ll-Ewald Co. 

Cameo Cees cc cccevssccccocccsese «- 93 
Agency— ag” wien Ine. 

Celotex Corp., The... ...sccccccccecs 50, 51 
Agency Minch Scad Aveyard & Co. 

Ce-U-Dex Corp. .ccccccccccccccce coos SH 
Agency—The ee Co. 

Clarkseom Press, Ime.....2.cccccccscces . 89 
Agency—Lloy! Mansfield Co. 

Ghametype Can, BeOsc cccodcceccscs coccce 8 


Agency—Bass & Co., Inc. 
Columbia Ribbon & Carbon Mfg. Co., Inc. 74 
Agency—E. = Freystadt Associates, Inc. 


Comptemeter Corp. ....ccccccsccccccce 
Age ncy—MacFarlend Aveyard & Co. 

Cearey, Ths caccccecsscveccrcccece oon SB 
Agency—Rex Farrall, Ine. 

Cramer Posture Chair Co. i baa awed 90, 91 


Agency —Allmayer, Fox & Reshkin Agen- 
cy, Inc. 


Ce GQ nc kc cp ctaasiwones 2nd Cover 
Agency—Hazard Advertising Co., Inc. 
Dewberry Engraving Co...........e00+: of 
ee fe Sere Teer re ee 12, 13 
Agency—Fuller & Smith & Ross, Inc. 
ee GS: tisenetaa thaw ar eo we - 


Agency —Frease & Shorr Ade. 
Dri-Stat Div.. Peerless Photo Products, Inc. 64 
Agency——-John Mather Lupton, Ince. 
Du Pont de Nemours & Co., Ine., E. L, 
Fabrics Div. 
Agency—Batten, Barton, Durstine & Os- 
born, Inc. 
Du Pont de Nemours & Co., Inc., E. L, 
ee MR, Ts sc occicccncescne 87 
Agency—Batten, Daten, Durstine & Os- 
born, Inc. 


MI CUE Wisk ods ivceeccinnenecece 61 
Agency-—Batten, Barton, Durstine & Os- 
born, Inc. 

Eastern Fine Paper & Pulp Div. of Stand- 

ard Packaging Corp............... 83 
Agency—Smith, Heol & Knudsen, Inc. 


Eastman Kodak Co. +» Business Photo 
Methods Div., Verifax............ 18, 19 
Agency——J. Walter Thompson Co. 
Economies Press, Inc., The............ 92 


Agency -Carpenter-Proctor, Inc. 
ison Voicewriter Div., Thomas A. Edison 


aio aicwainl dnd aaieed Wah ae ack 55 
Agency—-J, Walter Thompson Co. 
Electronic Accounting Card Corp......... 93 


Agency—James R. Fox Adv. 


Faber-Castell Pencil Co., Inc.. A. Sree ee 92 
gency--J. M. Kesslinger & Assoc. 
Force m Tey Cie, Wes Bovis scccvcss 89 


Agency—Philip 1. Ross Co. 


Gates Ac emstinet Ce... .cscccccccserces 58 
Agency— Clayton A. — Counseling 
Globe Wernicke Co., The......... 3rd Cover 


Agency —Strauchen a M0, “Kim Adv. 
Graphie MEMES iva <cdecaeus<bluwax 13 


Agency—Diener & Dorskind, Inc. 


Haloid Xerox, Inc. 
Agency—Hutchins = Co., Inc. 
Heller Roberts Mfg. Ce 
Agency—George I. Bushfield 
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Hunt Pen Co., C. Howard........-+++55 89 
Agency—-Robert S. Kampmann, Jr., Adv. 


International Business Machines Corp. 4th Cover 
Agency—Benton & Bowles, Inc. 


International Paper Co............+..+- 4 
Agency—Ogilvy, Benson & Mather, Inc. 
Interstate Metal Products Ce. op BRO.c cee es 78 


Agency—Raymond Herr & Assoc. 


Johns-Manville Corp 
Agency—J. W due Thompson Co. 


Linen Supply Association of America & 
National Cotton Council.........-+ 70 
Agency—George H. Hartman Co. 


Mac Panel Co... ..--- 20s eee eee eeee ° 
Agency—Lavidge & Davis Adv. 
Management Control Charts: Chics cvcceues 


Agency—Stern, Walters & Simmons, Inc. 
Marchant Calculators Div. of Smith-Corona 
Marchant, Imc. .....---e0++eee0e% 
Agency—Foote, Cone & Belding 
Meucaw Edison Co., Voicewriter Div... .. 
Agency—J. Walter Thompson Co. 


McGraw-Hill Book Co., Inc........-+5+. 
Munael Lith Sales Corp............++5 
Minnesota Mining & Mfg. Co., Thermo- 

POM cccccccccccscccvcsccececes 16, 72 
Agency—Erwin Wasey, Ruthrauf & 
Ryan, Inc. 

Monroe Calculating Machine Co......... 20 
Agency—L. H. Hartman Co., Inc. 

Moore Business Forms, Ine............++ 75 
Agency—N.W. Ayer & Son, Inc. 

National Blank Book Co...........++++ 6 
Agency—Sutherland-Abbott Adv. 

National Business Show.........+-+6++5 15 
Agency—Carpenter-Proctor, Inc. 

National Cash Register Co., The.......- 71 
Agency—McCann-Erickson, Inc. 

Office Mamagemoent ..... 1... .cccccees 95 

Old Town Corp........cccccccsecesces 53 


Agency—La Porte & Austin, Inc. 
Ozalid Div. of General Aniline & Film Corp 79 
Agency—Benton & Bowles, Inc. 


Peerless Photo Products, Inc........---+ 64 
Agency—John Mather Lupton Co., Inc. 

Photostat Corp 
Agency- The *Rumrill Co., Inc. 

Pitne iow, BR, sc ccccevecscoes 69, 84, 85 
Agency—L. E. McGivena & Co., Inc. 


Rex-Rotary Distributing Corp..........- 8 
Agency—Geer, Du Bois & Co., Inc. 

Roberts Numbering Machine Div. « Heller 

Roberts Mfg. Corp... ......-000005 

Agency—George I. Bushfield 

Roberts Rubber Co., Weldon...... coos 96 
Agency—La Porte & Austin, Inc. 

Royal-McBee Corp., Data Processing Div... 59 
Agency—C. J. La Roche & Co., Inc. 


Scribe Distributors, Co................. 1a 
Agency—Jackson, Haerr, Peterson & 
Hall, Inc. 


Sheppard Co., C. E., The, Div. of Yawman 


& Erbe Mfg. Co., Eme........s000.:. 97 
Shredmaster Corp., The.......-+++++++5 94 
Agency—Howard A. Harkawy y, Inc. 

Smead Mfg. Co., The......-.+eseee0e88 98 
Smith, Imc., Charles C......ccccccsccece 58 


Agency—Ayres, Swanson & Assoc., Inc. 
Smith-Corona, Ine. 
Agency—Cunningham & Walsh, Inc. 
Speed-O-Print Corp. .. 2.666660 eee e eres 14 
Agency—-Sid Boss & Assoc. 
Standard ——— a .» Eastern Fine 


Paper & Pulp Div............4++ 83 

Agency—Smith, Heal & Knudsen, Inc. 

Teletype Corp. ...cccscccsccecs 
Agency— Marstelle r, Rickard, Ge bhardt & 
Reed, Ine. 

Themas Collaters, Bee... cccccevccvcces 80 
Agency—Douglas Turner, Inc. 

Tenveletter Comp. cc ccccccccccccsscces 82 
Agency—P latt °& O'Donne il, Ine. 

Uaterwoed Cea scccsccvescsseveooess 45 
Agency—William Esty Co. 

Venus Pen & Pencil Corp..............- 57 


Agency—Doyle, Dane, Bernbach, Inc. 


Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in Acco 
Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine pressboard (5 
colors) or heavy binder board covered 
with canvas or black pebble grain cloth. 
Your stationer will supply you. Ask him. 


log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 


ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 


Ltd., Toronto 
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editorial 


Abstracts in the office 


A FEW YEARS AGO, “abstracts” would have had only one meaning in the 
average office—summary papers presenting the salient points of a situation or 
problem. Today, “abstract” is perhaps far more apt to suggest to the average 
office worker his concern’s latest art acquisition. 


The trend toward adornment of the office through good paintings and sculp- 
ture, which was first reported in this magazine several years ago, has proved far 
more than a fad. This year, three of the “Office of the Year” Award winners 
(including the two top winners) are distinguished by their use of original works 
of art to make the interiors of their offices as beautiful as the exteriors. The 
screen above, intended simply “to delight,” was created by Harold Rambusch for 
the reception area of the Guarantee Mutual Life Company, in Omaha. Every 
area of the new Seagram offices in New York is rich in paintings and prints. 
International Minerals and Chemical in Skokie, Illinois, has enhanced an already 
beautiful building through striking metal sculptures on every floor. 


American business has been taking an increasing interest in education during 
recent years: its contributions to colleges and universities are becoming more 
important every year. By the same token, it seems to be on the verge of becoming 
an important patron of the arts. 


It has been true for years that architecture in this country is finding its best 
and most original expression in the creation of office buildings. It begins to look 
as though the arts of painting and sculpture, the products of: which were for so 
long reserved for wealthy connoisseurs, may be brought into the daily life of 
most Americans through the medium of the office. 
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Globe-Wernicke exclusive features 
increase office productivity 


Globe-Wernicke Streamliner® metal desks give you smart styling, 
functional advantages, and a complete line to meet your every office 
need. Each of the desk’s features is engineered to increase work out- 
put and step up efficiency. This desk means business! When you specify 
Streamliner metal desks, you are specifying more for your desk dol- 
lar, more work out-put per work station, more working comfort, more 
dividends on your investment through the years. 

Illustrated here are just four of your major time-and-money saving 
features available on Streamliner desks. See these and other exclusive 
features of the Streamliner desks at your Globe-Wernicke dealer soon. 
Let him demonstrate the outstanding advantages of the most advanced 
metal desk in America. 

Want to actually visualize your new office layout? Let your G/W 
dealer help you plan it before your very eyes with new, colorful, 
Pay ~~. ; 3-dimensional scale models. Illustrated brochures on 


a ~.  Streamliner desks, filing cabinets, and filing systems are 
——= ‘# available free from your Globe-Wernicke dealer or 
a “~~ write us direct, Dept. G-5. 


GLOBE-WERNICKE 


THE GLOBE-WERNICKE Co. 
CINCINNATI 12, OHIO 


*Dealers listed in Yellow Pages under ‘‘Office Furniture’ 
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VISIBLE RECORD CARD TRAY 
keeps facts at your fingertips; 
fits into desk arm slide. Holds 
50 cards for 100 complete rec- 
ords. Concealed locking device 
assures privacy. 


ARC-SWING™ typewriter plat- 
form has specially designed 
counter-balanced mechanism. 
Typewriter can easily be raised 
and lowered from a sitting po- 
sition, without tugging, yanking. 


Globe-Wernicke makes 


esk dollar” 


VERTI-SWING®™ or any hang- 
ing folders suspend directly 
from sides of file drawer—no 
special frame necessary. Keeps 
records within arm's reach for 
instant reference. 


SEC-TRAY ® makes possible up 
to 15% increased typing effi- 
ciency. Keeps stationery sup- 
plies at typewriter where 
needed; ends tiring twisting, 
turning, reaching. 


business a pleasure 
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The low, sleek profile and sculptured lines tell you— this is new. The distinguished look of your letters tells you — this is 
typing at its finest. The alive, eager response of the individually adjustable keyboard...the new IBM 13” Quiet-Glide Carriage 
that ends the crash of carriage stops...these and 25 other engineering achievements tell you—here is a typewriter that 
can more than pay its way in greater productivity...higher office morale. Here is the most efficient typewriter ever made. 
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